MT+ Beneficiary Guide

MT+ 2.5.0 implemented on 10/08/16
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Introduction

Mobility Tool+ is an Information System that allows Erasmus+ Beneficiary Organisations to access and
manage their project's information, request individual participants' reports and submit final reports to
their National Agencies. Erasmus+ National Agencies also use Mobility Tool+ to monitor and validate the
projects information entered by Beneficiary Organisations at any time from anywhere.

Mobility Tool+ is designed, developed and maintained by the European Commission being used by
Erasmus+ Beneficiary Organisations and National Agencies involved in decentralised projects.

Each Erasmus+ key action is divided into different action types depending on the intended programmes
objectives and target groups. Activity types therein further divide such action types into homogeneous
groups of participants encoded as mobilities within Mobility Tool. Mobilities represent the sending of a
particular individual from an origin country to a destination country typically within the set of Erasmus+
programme countries. Depending on the activity type concerned each participant in an Erasmus+ mobility
is entitled to receive funds for travel, individual support, special needs, exceptional costs, etc. Mobility
tool allows Beneficiary Organisations to manage all this information in a coherent and meaningful manner.

Strategic partnerships' projects are also supported by Mobility Tool. Although not managing pure
mobilities such projects need to be managed in terms of the outcomes and results they produce especially
for those projects mostly concerned with development of innovation. Therefore Mobility Tool provides all
needed functionality to create and manage a KA2 project allocation of funds for project management and
implementation, transnational project meetings, intellectual outputs and associated multiplier events and
individuals participating in learning, teaching and training activities, the latter mostly relevant for projects
targeting exchanges of practices. The filling in and submission of final report by Beneficiary Organisations
and subsequent validation by National Agencies is also available for KA2.

The management of the project and its contents is the responsibility of the Beneficiary Organisation users.
Contacts defined in the electronic application form as contact persons and legal representatives for the
applicant/beneficiary organisation will automatically have access to their corresponding projects in
Mobility Tool+ This happens when the project's data is submitted from NAs Project Management System.
National Agency users can also have access to Mobility Tool+ for monitoring and validation purposes.



How to get access

e How to get access to the mobility tool
o Contact person from the beneficiary or coordinating organisation
o Incorrect email address for contact person
o National Agency User

Contact person from the beneficiary or coordinating organisation

Those persons who are indicated as the project contract person of the beneficiary or coordinating
organisation in the NAs Project Management System will automatically be given access to MT+. This is
usually the same details as entered in the application form, unless changed during the selection process.
The email address associated with this contact person will receive the notification from the system once
the project is created in the Mobility Tool. This contact person will be able to create new contacts with
or without access to edit the project details in MT+.

Incorrect email address for contact person

If the incorrect email address is used for the project contact person, the National Agency should change
the email address in the NAs Project Management System and resend the data to MT+.

National Agency User

Contact your local MT+ National Agency Administrator (NA Admin) to gain access. If there is no NA
Admin please create an issue in NAUAM to nominate a user as a MT+ National Agency Administrator.



Login

This page explains how to log in to MT+ using ECAS. An email notification will be sent to the project contact
on creation of the project in the mobility tool.

e Select the "External" domain.

e |loglin.

e Password lost?

e (Create a new ECAS account.

e Help (Frequently asked questions).

Select the "External” domain.

The correct domain must be chosen before logging in. The correct domain for those working in the
National Agency or those indicated as the project contact of the beneficiary or coordinating organisation
must choose the domain External. To change the domain as External, click the CHANGE IT button.
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https://webgate.ec.europa.eu/eac/mobility/index.cfm?fuseaction=user.main

A list of several options will appear. Select the External domain.
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Log In.

Enter your ECAS Username or your e-mail address and your ECAS Password. This must be the same
e-mail address as used by the e-mail notification informing you of your access. If you do not use the
same e-mail address, you will not gain access to the project information.

ECAS authenticates your identity on European
Commission websites
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Once you entered your ECAS Username and Password, click the LOGIN! button.

ECAS authenticates your identity on European
Commission websites

LOGIW

Password lost?

If you have lost your ECAS Password or you need to create a new one, click the hyperlink Lost your
password? and follow the instructions.

ECAS authenticates your identity on European
Commission websites

LOGIN

Create a new ECAS account.



In order to create a new ECAS account, click on the Create an account hyperlink and follow the instructions.

ECAS authenticates your identity on European
Commission websites

LOGIW

Help (Frequently asked questions).

If you need help or need to check the frequently asked questions, click the Help hyperlink.

ECAS authenticates your identity on European
Commission websites

External




Automatic notifications

Notifications by default will be sent to the project contact of the beneficiary organisation as indicated in
the NAs Project Management System. The person who receives notifications can be changed in MT+ by
indicating another contact from the beneficiary organisation as the Preferred contact. The notification by



default is sent out in English and may also be sent out in the language of the National Agency if the
translation of interface has been done for that language.

Creation of project in the Mobility Tool

On creation of a project in MT+, a notification will be sent to the project contact person of the
beneficiary organisation. The email notification provides instructions on how to login in to MT+ using
ECAS. If you do not have an ECAS account follow the instructions to register in ECAS first.
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Project Update

When the project data has been updated in MT+, a similar message to the one below will be sent to the
project contact. The project contact is indicated as the Preferred contact in MT+ and can be changed to
another contact of the beneficiary organisation.
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Dear Hen,

Your project has been updated in Mobility Tool with new information on 07-DEC-15
Project details

EC Project Number: 2014:1-UK01.KA201-000229 a

National Project Numnber: 28020673

Project ttale: Once upon an Emsmus Tale (Tadatonal Ans 2od Langeages acsoss Eusope)

Be aware that the changes sppear in the Mohility Tool for information caly. [t is your respossibiility to adapt the project information in accordance with these changes. if necessary

Please comtact your Natsonal Agency if you need fusthes infoemation o suppon
Agenoe Eryamms+ France - Education Formation
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Menu and Navigation

e Home page.



Home page

Change the language of the interface.

Difference between the menu for KA1 & K3 and for KA2.

Return to the home screen.

Explanation and illustration

Once logged in to the tool:

Another sub-window allows you to quickly consult the Mobility Tool - Guide for Beneficiaries.
The objective of this section is to provide an overview of all projects that your organisation
are/were involved in. The Project List displays ongoing projects, the projects for consultation
only (you have only view access to these projects), the finished projects related to Erasmus+

1. The home page is displayed.
2. A brief definition of the Mobility Tool is displayed.
3.
4,
and Lifelong Learning programmes.
5.

The project references are listed by the Grant Agreement No. Click on the reference to open a
project.
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Change the language of the interface.
Explanation and illustration

The current language is displayed at the top of the window. In this case EN for English. Click on change
language.

A pop-up window displays the possible languages to select. Note that there is only one language
instance (for example: German and French).
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Difference between the menu for KA1 & K3 and for KA2.
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Explanation and illustration

The tabs for KA1 & KA3 are different than for the KA2.

The Tabs for KA1 & KA3 are displayed in a structure that organizes the mobilities management inside
the Mobilities tab.

The Dashboard entry is currently available only for KA103 and KA107 projects. As of MT+ 2.5 there is
also a dashboard for VET: KA102, KA109, KA116, KA202.
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The Tabs for KA2 are displayed in a structure that splits different activities and management
options between various tabs.
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Mobility Tool+ Release 2.5.0 introduced a new field called Project Main Objective in the project
details screen for 2016 KA2 Strategic Partnerships. If a project's main objective is Exchanges of
Practices then project tabs Intellectual Outputs and Multiplier Events will not be available.

Project Details
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Beneficiary Organisation information

PIC: SR22004T
Lagel Mame Conmanade Evenes de Lrréges
Bemtrons Mharem: Coseenatants Eremacs i Lisages

Full logal some (Matlonel Langumge)

Project Access

er's (ke s projact; Advs

Access 1 Progoct Ed Accens 1y Prapa

Pragect s Soched. )

History information
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Vpdated on: 209100100 &0 1)

13



If the main objective of the Project is Development of Innovation the tabs Multiplier Events and
Intellectual Outputs will appear.

Projact 2016-1-FRD1 |»'=:: rlo:-:ea: [ asts .
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Return to the home screen

Explanation and illustration

Return to the home screen by clicking on the home icon.

European Commisvion
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List functionalities

This page explains the common list functionality that are seen throughout MT+, for example the
Organisations and Contacts tabs. The icons used to sort or export the list remain the same for each screen
as well as the icons to edit, delete and view the list item.

e Search.

e Selection.
e Export.

o View.

e Edit.

e Delete.

e Back to list.

Search.

In order to find information quickly in each tab of the menu, type, for example, the name of the
organisation in the Search field.

The result will appear in the list.

Q
J Q
) r 1 Q
Pasticipating Organisation Rode Total Amount (Adjusted)
[ Q Szkola Podatawowa im Memvyks Sionkbeescza w Oblegorks Bensficiary 1,600 00 # ) ]
Toeal 1.600.00 ¢
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The Selection option allows you selecting or de-selecting all detail lines.

G ]

By clicking on the radio button, you can select following options: All, NONE or inverse.

s -

In the example below, the option All is selected.

»
Bonefickary Cocrdinator Partner PIC Legal Name
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-/
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Depending on the tab, where you select data, the button Delete records appears.

Legal Neme Mo, of Parscipants With Special Neads Description Total Cost
-~ Srials Podstawows = Hervyka Senkiesczas w Obfegariu Specisl rweds asrad Woo0 e«
“rkola Podstawowa = Herryka Senkewwcza w Otlegorkn 1 Special reeds 2000
Total 15007
\ o { 1900
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Export.

The Export button allows you exporting your selection and choosing a format amongst the three following
options: PDF File, XLS file or CSV file.

In the example below the PDF File format has been clicked.

A pop-up message will appear allowing you to open the pdf file.

You have chosen to open:
b organisation.pdf
which is: Adobe Acrobat Document
from: http://cfBeactl.cc.cec.euint:6086

What should Firefox do with this file?

) Save File i

| Do this automatically for files like this from now on.

' [OK]iCmcel‘lm
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View.

To view the details of a line, click the view icon.

Meeting Receiving Avcutving Marmiber of Tetal Tetnl
32 Neetng 11 e Start Datn  Undd Dk Hocabving Osganissson Counmry Ciny Pamicipams (Calculated) (Ad i)
o ?::.:‘-‘):m\ ™ 1 OBISIE  IET0NS \u':";;:::.',::d:::‘»:w — Uxhabras 15 NATE00E  520000€ E] 7 B
Tousl 15 mAlime fiMome
Edit.
To edit the details line, click the pencil icon.
Meeany Tlecnining Receivmyg  Number of Tetal Tetal
3 Meeting 10 13te Staet Dase Lot Dade  Rocwlving Organication Country Cwy Participasn [Caleutanad) (Adjusred)
O Mihen ™M wesows wwawe QTTDUSOMSONL g e wmwe  smue m(Z)8
Totsl 15 marnme LN e
A window showing details will open. Here the fields can be edited.
wawwt Transnational Project Meetings
Mewtag © Mestrg Tite
G3002-TPIA-00001 ™1
“lu"d Demasion (AL At 1.
Start Dute £30 Date
ONOB/T01E = 201122015 ]
Arc roag Orgarmatem Recwswy Cramtry Racramiy C oy
Flowarzyszenis Misdnrarceows) | Misdzyhunturom = PFotane - Michalowo
Cances
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Delete.

To delete the details line, click the bin icon.

Meeting Receiving Avcutving Marmiber of Total Towl
2 Newting 1) Tate Start Dt Dol Dade  Hocabelsg Osganissson Comgrmry Ciny Paticipars (Calcutated) (A st}
0950 %00 ittt oty TIRET I Medryraotees) | & < 047 9200 =
0 TP 08001 I 1 ORISNE - RTINS “'um"um’\““:m. AW Puat Uxhatras 1% 1047500 € 9 200,00 € . D
Tousl 15 1ATE00 ¢ 4.200.00 ¢
Back to list.
In order to get back to the list of details, click the back to list button.
Transnational Project Meetings
P ]
Mestrg iU Mewieg (rle
03533-TMP42C00) ™™
Prepect Duratios e NN
Start Owty Fag Daw
0a01e = b ] =
Recomwy) (Egaveance Recerng Coatry Recowmg Cay
Sowarrysianie Misdzynarcoows] | Miedzykuturows Poland Aschalowo
You will be redirected to the list of detail line(s).
Mueting Receiving Rucutriog PMamiber of Tetal Tetal
3 Neotng 1) Tile St Date  Dsdd Dt Becebvisg Osganisstion Casprary Ciy Paticipans (Calculated) (Adjursndd )
040 s BN gy SIwmTyRIwe Medcpraotse | S 4 2 2 A o
o TP 02001 ) GRESANS: JWNAY  pratrybuitivous) Wynsarry AXAWO P e = bslica s M ’
Totsl 5 MNAT M« LM e
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Project Details

e '"Project Details" page.
e Changes to "Project Details".

"Project Details" page.
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Explanation and illustration

Once you click on the project's Grant Agreement No from the Project List menu, a new screen will
open displaying the Project Details.

The key details of the project are structured in the following fields:

Context information, National Agency, Project information, Beneficiary Organisation information
and Project Access. The screen also presents History information, giving details of the creation of the
project in MT+, last update and person (or system) that updated the project last.

Note that the Project Details content is quite similar for all key actions, with some action specific fields.
However, the project tabs for KA1 & KA3 are different than for KA2 projects.

Mobility Tool+ Release 2.5.0 introduced a new field called Project Main Objective in the project details
screen for 2016 KA2 Strategic Partnerships. If a project's main objective is Exchanges of Practices then
project tabs Intellectual Outputs and Multiplier Events will not be available. These tabs will only be
available for a project whose main objective is Development of Innovation (see Menu and Navigation).
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Project List

- ~ 4 a5 | 20w 3 -
Mt Call Ltbon Teatenit Paggect Faa A et D tarnd Peogeor
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O Flar ! an sam NN UNVESSITE Seeas tu "" _1 i nosM Lo eme 0 ' ' Pt ™
o r [: WU WA RIZDOIT  Comeweses Ervesds o Lmoges 0 T NS WLEN 0 BEIme 3 4 * sk 0 ™
CHANN WOLFOWNG DOETHE
o nnm WM KA BMOTEIM ANVERSIAST FRACLNT AM ""’v"‘ nova 2O 0 rEMwe 0 5 ’ ] ™
poee U0
Project 2016-1-FROT-XA201-02263 vl
Project Details
Context information Project informaton Project Access
Progrmenma Canmey+ Grona Agresemwnt Mo, 201517501 2AZ1 L1750 Lbwer's 1080 b pecject: Aavs
Ky Action: KAZ - Coopeaton Yor smavatinn it 1w sechange o Mattenal 1D Access o Progoct Uit Accens ts Papct

Q008 poTIces »A
’ Peogmet Titde: Meambt - raree fatamren Project is fochoe )
Action Typer KAZY - Dirstegic Partrarstips Sx schod! sucasen /
s v < . Progact Actomym: PR2
Call Yoar; 2018
Progoct Seatus T oflow op

Fotmat: 1 Y
g Parmeeship beowosn mglose: ¥ History information

Stant of Project: JURNGRIG -
E‘-wn Main Otgmetioe: Eactumgen ‘uw-.,..]
vt of Projece 210670

Cramed by: 44 5

Projoct Duraticn mootsal W Cromed on: 10T/2016 1268 3
Bensficlary Crganssation Information = Updaied by: 8
Updhated cov: 20072016 00 43 1)
National Agency - 95T
Logo! Mame: Commenaté Ermmas s Limege

Maticnal Agency: FROT - Sgemcs Erasmunr Fiancs | Etucstun

Deslsow Nama: Coremmnants Emman m L

See the information
about the latest
updates here!

Famator

Ful lngal name (Natvnal Languasge
Fot Artver dutads abest jous Matong Agarey uare czeail the 9 L angusge)

Whpseg page

View Beneficiary
Organisation
information

Changes to "Project Details".
Explanation and illustration
The project details such as: the Project Title, the National ID, the Start and End of Project cannot be

changed in the tool. To request changes to these project details, please contact your National Agency.

It is possible to add and remove Contacts, Mobilities and Participants, as well as to edit the current
Budget information. See more information about editing details in various How-to pages of the guide.
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How to read the Project Dashboard (HE and VET projects
only)

The project dashboard is only available for HE (KA103 and KA107) and VET (KA102 and KA116) projects.

Please, note that for 2016 projects only those mobilities that are completed (not in draft) are included in
the statistics on the dashboard.

Dashboard

Top Partnens fhumbrer of Mobslities (Total) Watus of Mobilitses (Jotal)

9 505 Mmatiers St Mitelenra of du Vursme LR e ey 3 - o - Mcorwr, § ® N b

e View Dashboard for "Project".

e View Dashboard for "Students".

e View Dashboard for "Staff".

e View Dashboard for VET "Learner".
e View Dashboard for VET "Staff".

Explanation and illustration

The Project details tab is split into several sub-windows which covers the following statistical data:

e Top Partners.

e Number of Mobilities (Total).

e Status of Mobilities (Total).

e Budget - Mobility Grants (Total).

e Budget - Mobilitiy Grants per Mobility Status (Total).
e Total Duration (HE Student / VET Learner).

e Average Duration (HE Student / VET Learner).

e Total Duration (Staff).

e Average Duration (Staff).

e Number of Participant Reports (Total).

25



¢ Number of Participant Reports (Total Expected).
e Number of Participant Reports (Total invited).

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty chart will
be displayed containing "No data available" message.

For call year 2014 — Total Current Grant = Total Grant Adjusted.
For call year 2015 — Total Current Grant = Total Grant Calculated.

For call year 2016 — Total Current Grant = Total Grant Calculated.

Mobitity taed ©=

e

o b P S b Bat by Do | b N 4P Sty Ve DL I - P S Vow

.. .. . '| |~ < ‘
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View Dashboard for "Students".

Explanation and illustration
The Student details tab is split into several sub-windows which covers the following statistical data:

e Top Partners

e Number of Mobilities (Students).

e Status of Mobilities (Students).

e Budget - Mobility Grants (HE Student).

e Budget - Mobility Grants per Mobility Status (HE Student).
e Total Duration (HE Student).

e Average Duration (HE Student).

e Number of Participant Reports (HE Student).

e Number of Participant Reports (HE Student Expected).

e Number of Participant Reports (HE Student Invited).

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty chart will
be displayed containing "No data available" message.

For call year 2014 — Total Current Grant = Total Grant Adjusted.
For call year 2015 — Total Current Grant = Total Grant Calculated.

For call year 2016 — Total Current Grant = Total Grant Calculated.

MobiFity Togl *o s s bt o Cathn
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View Dashboard for "Staff".

Explanation and illustration
The Staff details tab is split into several sub-windows which covers the following statistical data:

e Top Partners

¢ Number of Mobilities (Staff).

e Status of Mobilities (Staff).

e Budget - Mobility Grants (Staff).

e Budget - Mobility Grants per Mobility Status (Staff).
e Total Duration (Staff)

e Average Duration (Staff)

e Number of Participant Reports (Staff).

e Number of Participant Reports (Staff Expected).

e Number of Participant Reports (Staff Invited).

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty chart will
be displayed containing "No data available" message.

For call year 2014 — Total Current Grant = Total Grant Adjusted.

For call year 2015 — Total Current Grant = Total Grant Calculated.

For call year 2016 — Total Current Grant = Total Grant Calculate
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View Dashboard for VET "Learner".

Explanation and illustration

The Learner details tab is split into several sub-windows which covers the following statistical data:

e Top Partners

e Number of Mobilities (VET Learner).

e Status of Mobilities (VET Learner).

e Budget - Mobility Grants (VET Learner).

e Budget - Mobility Grants per Mobility Status (VET Learner).
e Total Duration (VET Learner)

e Average Duration (VET Learner)

e Number of Participant Reports (VET Learner).

e Number of Participant Reports (VET Learner Expected).

e Number of Participant Reports (VET Learner Invited).

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty chart will
be displayed containing "No data available" message.

For call year 2014 — Total Current Grant = Total Grant Adjusted.

For call year 2015 — Total Current Grant = Total Grant Calculated.

For call year 2016 — Total Current Grant = Total Grant Calculate

MabiliTy Tog) o= semmmamms e Mo st e
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View Dashboard for VET "Staff".

Explanation and illustration
The Staff details tab is split into several sub-windows which covers the following statistical data:

e Top Partners

¢ Number of Mobilities (Staff).

e Status of Mobilities (Staff).

e Budget - Mobility Grants (Staff).

e Budget - Mobility Grants per Mobility Status (Staff).
e Total Duration (Staff)

e Average Duration (Staff)

e Number of Participant Reports (Staff).

e Number of Participant Reports (Staff Expected).

e Number of Participant Reports (Staff Invited).

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty chart
will be displayed containing "No data available" message.

For call year 2014 — Total Current Grant = Total Grant Adjusted.
For call year 2015 — Total Current Grant = Total Grant Calculated.

For call year 2016 — Total Current Grant = Total Grant Calculate
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How to manage organisations

For most key actions the organisation details can not be changed in MT+ but should follow the process of
an amendment.

Organisation details that are entered into URF (URF and Participant Protal guide) should first be updated
there before the National Agency will be able to adjust the details in the NAs Project Management System.

Once changes have been applied, the updated data will be sent to MT+.

The contact person of the beneficiary or coordinating organisation will receive a notification once the
updated information is sent to MT+.

e QOpen the list of "Organisations".

e View organisation details.

e Organisation details are not updated?.
e Edit organisation details.
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Open the list of "Organisations".

From the list of tabs, click on the Organisations menu item.
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View organisation details.
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Click on the view icon to open Organisation Details screen.
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Organisation details are not updated?.

The organisation details for most key actions will be updated as a result of an amendment request and
should first be updated in URF and then by the NA in the NAs Project Management System.

Fle View Setup Tools Wndow Help
x ‘!—? J % m V) Find organisation .. z N
Qv & | we R O
gl ooy ‘-‘; ProjectCoda 20141401 KAZGT000229 3
a4 S 4 - —
& Conted Organisaticn Updates
4 calbet ctbren ol it E =
@ == _§, Thefollowing organisations received updates from URF-
4 Bered
& Potcpastn
i 4) Thvee |
- i ! -
= A = 2|
" Fig | Sabioka ¢
5] s
@ A
S
B & Cod .
siciond M * Tots! of TransferedCashed Amount. caloula Totsl exchuding LFY
{ ) S—— vp— ] » Firal Grart Amount Paymert is craated and assigned a stetus other ther planned
B S Valdaton Repont vl
o G fegoms |y Pmcedsm | Feed Oota Message
*eb  Payments l . Msnogement » Propect Orce wpon an Emenus Tale (Tradtionsl A The cunert Prosct o vald

Edit organisation details.
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For certain Key actions e.g. KA103 and KA107 additional organisation details can be added. These "host"
organisations can be managed by the beneficiary organisation.

In this case additional icons will be present on screen to allow editing (pencil icon) or deletion (bin icon) of
the organisation.

Please note that you can not delete an organisation if it is associated to a mobility or activity.

Project & Beneficiary Organisation for 2015-1 »FRO1 014829 | 5.

Sutis

Berticiary (GR1 £ I9C Chgumbscion 1D Erammun Cofe Co Bensticiary Lugat e Ueparmere thodd Coustry  Chy
v U L v
B R IMTERHATION T FEURED O A Ry =
™ ey

How to manage contacts

The project contact as indicated in the application form will automatically receive an email when the
project is created in the Mobility Tool+. The project contact can create additional users for the
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organisations. Edit access can be given to other contacts of the coordinating or beneficiary organisation.
View access to the project can also be given for KA2 projects.

Quick steps

e 1. Click the project reference.
e 2. Click the "Contacts" menu item.
e 3. Click the "+Create" button.
e 4. Fill in the details
o 4.1. Select the organisation.
o 4.2. Allow access to project?
o 4.3.Indicate as "Preferred Contact"?
o 4.4.Indicate as "Legal Representative"?
o 4.5. Contact details are the "Same as Organisation"?
e 5. Click on"Save".
e 6. Click on Delete icon.

Detailed steps
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1. Click the project reference.

Click on the project reference to open a project.
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2. Click the "Contacts" menu item.
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The list of contacts appears. The full list of project contacts as entered in the application form will be
entered here.
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3. Click the "+Create" button.

To add a new contact click on the "+Create" button and complete the contact details.
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4. Fill in the details.
4.1. Select the organisation.
Select the organisation from the drop down list. This will affect the check boxes that are active.

The Legal representative check box is not active for the beneficiary organisation. Only once the contact
is indicated in the NAs Project Management System as a legal representative, the box will be checked.

@

[~ ]
—

4.2. Allow access to project?

Depending on the organisation you select, several Access to Project options (check boxes) may be
available. Check the box the option to allow the contact edit or no access to the project details in MT+.

For KA1 and KA3 projects, it is only possible to allow contacts of the Beneficiary organisations edit
access.

For KA2 projects (excluding those as indicated as schools only) a contact from a participating
organisation may be provided access to view the project but will not have access to edit the project
details.
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For KA201 indicated as schools only the participant organisations contacts can be given access to view
the coordinator's project. The contacts from the coordinating organisation can be given access to view
all participating organisations' projects.

parti participating organisations' projects.
4.3. Indicate as "Preferred Contact"?

Checking the box Preferred Contact will highlight the contact, in the organisation list, as the preferred
person for that organisation. There can only be one preferred contact per organisation. For the
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beneficiary organisation the preferred contact will receive the automatic notifications when the project
data is updated in EPlusLink and resubmitted to MT+ by the National Agency. By default this is the
project contact as outlined in the application form but may be changed to a newly created contact for
the beneficiary contact person in MT+.

4.4. Indicate as "Legal Representative"?

Please note that the legal representative details can not be adjusted in MT+. To adjust the legal
representative details please follow the amendment process.

Legal representative check box is not active. Only once the contact is indicated in the National Agency's
project management system EPlusLink as a legal representative will the box be checked.

4.5. Contact details are the "Same as Organisation"?

Click on "Same as Organisation" to copy the organisation address and phone details to the contact's
details.

0SS Country

ul. Gimnazjaina 15 Poland v

Regilon PO, Box
Swietokrzyskie v Strawczyn
Post Code CEDEX
26-087
City Telephone 1
Oblggorek +48413030429
Telephone 2

Contact Comments

Cancel
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4.3. Indicate as "Preferred Contact"?

Checking the box Preferred Contact will highlight the contact, in the organisation list, as the preferred
person for that organisation. There can only be one preferred contact per organisation. For the
beneficiary organisation the preferred contact will receive the automatic notifications when the project
data is updated in the NAs Project Management System and resubmitted to MT+ by the National
Agency. By default this is the project contact as outlined in the application form but may be changed to
a newly created contact for the beneficiary contact person in MT+.

4.4. Indicate as "Legal Representative"?

!\ Please note that the legal representative details cannot be adjusted in MT+. To adjust the legal

representative details please follow the amendment process.

Legal representative check box is not active. Only once the contact is indicated in the NAs Project
Management System as a legal representative, the box will be checked.

4.5. Contact details are the "Same as Organisation"?

Click on "Same as Organisation"” to copy the organisation address and phone details to the contact's
details.

L egapatress Country s
/ \\
//ul Gimnazgaina 18 Poland ™\
/
f \
Hegion PO. Box

Swagtokriyskie hd Strawczyn

&
&

y Thlogmsne 1

Ovlegorek +48413030429
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5. Click on "Save".

To save the data, click the "Save" button.

Region

Post Code

26-067

City

Telephone

Legal Address

ul. Gimnazjaina 15

Swigtokrzyskie

Oblggorek

2

Contoct Comments

Country
Poland t;

PO, Box

‘v Strawozyn

CEDEX

Telephone 1

+48413030429

6. Click on Delete icon.

Click on the bin icon to delete a contact.

o
"'\ please note that the legal representative cannot be deleted.
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How to manage mobilities for KA1 and KA3 projects

Each Erasmus+ key action is divided into different action types depending on the intended programmes
objectives and target groups. Activity types therein further divide such action types into homogeneous
groups of participants encoded as mobilities within Mobility Tool. Mobilities represent the sending of a
particular individual from an origin country to a destination country typically within the set of Erasmus+
programme countries. Depending on the activity type concerned each participant in an Erasmus+ mobility
is entitled to receive funds for travel, individual support, special needs, exceptional costs, etc. Mobility
tool allows Beneficiary Organisations to manage all this information in a coherent and meaningful manner.

Videos not available in pdf, word or print format

These videos add here for this chapter can not be printed. All of these videos but were made available to
the National Agencies last year to be distributed via their own channels.

Length Version Comments
of video of Tool

7min MT+ This video was created using screenshots from MT+ 1.7.1. Deviations from the
03sec 1.7.1 current screen layout and that of this older version may be noted but the basic
functionality remains the same.

This process describes the steps to be performed by a beneficiary user in order
to add a mobility using the interface of MT+.

The scenario used in this video demo is based on the addition of mobility for a
higher education project KA103, for activity type Student mobility for studies
between programme countries. Some fields are only relevant for KA103. Fields,
which are required for other action types or activity types, will be missing from
this scenario.
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R code:



http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#adding

How to export and import mobilities using xlIs or xIsx

Click the "Mobilities" tab.

Select "Import - Export" option.

Click the "Export XLS" or the "Export XLSX" button.

Click the "Save File" radio button.

Click on "OK".

Enter a name in the "File name" field.

Click on "Save".

Double-click to open the file.

Update the list of Mobilities.

. Click on "Import".

. Select your document.

. Click on "Open".

. Check the "Import Status".

Quick steps
o 1.
o 2.
e 3.
o 4.
e 5.
o 6.
o 7.
e 8.
e O
e 10
o 11
o 12
e 13
o 14

. Click the blue hyperlink when the file is exported.

Detailed steps
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1. Click the "Mobilities" tab.

Click on the Mobilities tab of the project.
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bility tool
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2. Select "Import-Export" option.

In the drop-down list, click the Import - Export option.
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3. Click the "Export XLS" or the "Export XLSX" button.

Depending on the Excel file format, click the Export XLS or the Export XLSX button. In this case, we
will click the Export XLS button.

import - Expor for 2015-1-FRO1-KA107-014887

| & samas 3o bt (e |
Export Stusant MobiBes and the sesocinled Import Siata >
Qrganisations ncomason
bogeet Tue g By Tow [ ke Sleve

. .

i n | R e
Plasse weiac: .nmﬂ%c
F

Export Steff Mobifes and the associaled
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2 Eoon L5 REgon ad (R Egert s
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4. Click the "Save File" radio button.

A pop-up window appears. Click the Save File radio button.

Opening 2015-1-FRO1-KA107-014887_Mobilities_Export_studentsxds  ES

You have chosen to open:
E;] 2015-1-FR01-KA107-014887_Mobilities_Export_students.xls

which is: Microsoft Excel 97-2003 Worksheet (21.0 kB)
from: http://cfOeactl.cc.cec.eu.int:6086

What should Firefox do with this file?

) Openwith | Microsoft Excel (defautt) v
Qo SOVC File

|| Do this automatically for files like this from now on.

oK [ Cancel

5. Click on "OK".

Once you have clicked the Save File radio button, click on the OK button.

Opening 2015-1-FRO1-KA107-014887_Mobilities_Export_studentsads  ES

You have chosen to open:
@J 2015-1-FR01-KA107-014887_Mobilities_Export_students.xls

which is: Microsoft Excel 97-2003 Worksheet (21.0 kB)
from: http://cfOeactl.cc.cec.eu.int:6086

What should Firefox do with this file?

) Openwith | Microsoft Excel (defautt) v
Qo SGVC File

[ Do this automatically for files like this from now on.
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6. Enter a name in the "File name" field.

Enter the name of the report in the File name field.

| % Favod *  HName Size Rem type Date modified 2
B Desktop ] 2015-1-FRO1-KAL107-014887_Mobilities_Export_students.ss NKE Microsoh Excel 7.  29/01/20161521

7. Click on "Save".

Click the Save button.

Search Deritop

= @

tem type Dotemoddied  *
) 2015-1-FRO1-KA107-014887_Mobilities_Export_students.xds AKX Microsolt Bxcel 07,  29/03/72016 1521
& Downloads ) 2014-1-FRO1-KA103-000158_Mobilities_Export_students.ds IS KB Microsoft Bcel 07, 20/03/2016 14553
& My IntraComm # GoPro LKB Internet Shodcut  03/D/2015 1608
5. Recent Places ). Corine File foider 19/11/201513:52
4 Releases ). captivateB-voices File folder 03/00/2015 1522
) Build File folder 03/08/2015 10:04
w4 Libraries | Intranet réorganisation File folder 17/06/2015 1414
(¥ Documents . Captivate File folder 160620150720 =
[¥ Local Document: = < | .3 d
File name: -
v
 Hide Folders :ﬂ ~ Save ||| Cance
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8. Double-click to open the file.

To open, double-click on the file.

I@l‘r@‘nr "
@460(- Desktop » vIO, || Seorh Desitop Pl

File Edit View Tools Help
Organize v (¥]Open v  Sharewith v  Print  E-mail  Bum  Newfolder Ev 0 @

Name Size terr #

-

& Favontes
| B Desitop -
. B Downloads 1 (5] 2015-1-FRO1-KA107-014887_Moblities_Export_students.xls A8 Mg
| ¥ My IntraComm 1
L. Recent Places
[ L Releases Double-click -

m

4 Libraries

+ Documents v )
-’ m ’

o L acsl Dacsenante - an harbun
@ 1 2015-1-FRO1-KA107-014887_Mabilities E... Date modified: 29/03/2016 1521 Tags Add atag
0 Microsoft Excel 97-2003 Wotkiheet Authors: Add an author

9. Update the list of Mobilities.

In the Excel spreadsheet, you can update the list of Mobilities if necessary. To understand how to
complete the list of mobilities see the How to export and import mobilities with CSV. Specific
instructions for CSV, such importing the file using the From text wizard is not applicable for xls/xIsx
nor saving as CSV. If you export as xls or xlsx the file can be saved as xlIs or xIsx.
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10. Click on "Import".

To import your file in MT+, click the Import button.

Import - Export for 2015-1-FR01-KA107-014887

Export Student Mobilities and the associsted Import Status
Organisations information
Reopwcsy | @MEsonnsd @ Empon 0y poii foopect Trpe

Pieare select an import Me for Student Mobditien

Deap Mo Yiour Py

Export Staff Modlities and the associated
Organisations information

Bopedcsy  @Bogodas @ Lgod 08y

Pease solect an Impor fe Tor S8 Modllmes

& mpen

Dwagp thavy Your Fina)

Rl e
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11. Select your document.

Then select your Excel file.

(®® ]

OO Moewep » T W e i

s )
Sae Rem type 0
(0 2015-1-FR01 Ka107-014887 Mobittes Erport studentsats 2148 Microsch Excel 7. 23]
8 Downlosds ' J

3¢ Favort *  Nome

12. Click on "Open".

Click on the Open button.

1) 2015-1-FRO1-KA107-014887_Mobilities_Export_students.sds 2 KB  Microsoft Excel 97..
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13. Check the "Import Status".

The Excel file will be automatically imported. The status details of the import is shown in the Import

Status section.

Import - Export for 2015-1-FRO1-KA107-014887

[

Export MobiBes s he d Impart Status 2
Orgasisstions information
Ioapett Dt Iowpett Tapw  iw e ot Stavan
BEponCo [ bpen s 2 Lo 1152
ewr - A~ ety e ¥ >

Fledte sefect At wrpen e for Sladen! Mehines

F

14. Click the blue hyperlink when the file is exported.

When the file is imported, the status is 'Successfully imported X mobilities'. If required, click the blue

hyperlink to open the file just imported.

Import - Export for 2015-1-FRO1-KA107-014887

Export Student MobiBes and e sssocisted Impart Status
Orgarissions nformason
13 Expont G A bgen s D) Lapon 1L b Adonres

# o sacands ay

Fledte sefect A wrpen The for Sladen! Mahines

& ot

pett Tapw  Fiw

E

Tewr

[Successfu:ly imported 4 mobilities ]
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Length

Version of

of video Tool

10min
16sec

Video

MT+1.7.1

Comments

This video was created using screenshots from MT+ 1.7.1. Deviations from the
current screen layout and that of this older version may be noted but the basic
functionality remains the same.

This process describes the steps to be performed by a beneficiary user in order
to add a mobility using the interface of MT+.

The scenario used in this video demo is based on the addition of mobility for a
higher education project KA103, for activity type Student mobility for studies
between programme countries. Some fields are only relevant for KA103. Fields,
which are required for other action types or activity types, will be missing from
this scenario.

URL: How to export and import mobilities

QR code:
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#mobilities

How to view the error log

Quick steps

1. Open your project.

2. Click the "Mobilities" tab.

3. Select "Import-Export".

4. Click the "View Error Log" button.
5. Click the error lines.

6. Click the "Close" button.

Detailed steps

1. Open your project.

Open your project by clicking on the reference number.

Mobility tool

Hevea Propect L

Welcome ECAS TAC _TRAINING

EEcravmus » About the ool

Comat Agreveeent We Patisnd £ Ay ke . gengecy
[ 5949+ wwe1-atm am= 417

00 2 Al a8 |

014 1] 400 Saie o1 a4 i

[ 3940 4 i aad1notiiie s ]

[F7V ) A 2w vy |

[0 1405 ddant marsa ) 3

3809+ St sastu siesms )
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2. Click the "Mobilities" tab.

Click on the tab or on the arrow of the Mobilities tab, to expand the menu.

Mot')iluiv tool

| i | hepmioven  Opemenes © | G Eﬁ -
Project Detalls for 2015-1-FRO1-KAT07-014843

oot sfurreeten Progect Accens
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3. Select "Import-Export".

Select the Import-Export option.

Mobility tool
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4. Click the "View Error Log" button.

In the Import Status zone, click the View Error Log blue button.

A pop-up window will appear with:

1. The reference number of the project in the header and the total number of errors
2. The error details lines with the number of the error found.

Import - Export for 2010- - FRO1-KAIGT-014843

Export S0ent Motdtes ot T 2ebo0sed Orpansat
creration

FRnn S wn et et Suannl Metehee

[ 2015-1-FRO1-KA107-014843 ] (1)

e
o
F o
Mandatory foid nof provided @ | ( 2
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5. Click the error lines.

Click on the first error line to see the error details and the custom messages. To close the details, click
again on the first error line or click the second error line.

Note: when the first error line is clicked, it is not possible to click the next error line at the same
time. You are only allowed to open one at a time.

In the example below, two errors have been detected. Those two organisations are not allowed to be
a sending organisation for this mobility.

2015-1-FRO1-KA107-014843 o

[M‘.r.m, y fissd oo g m;..-OJ

2015-1-FRO1-KA107-014843 B

Midadory ekt not seovided €

Error setails Custom Message
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6. Click the "Close" button.

Click the Close button to close the error log.

2015-1-FR01-KA107-014843

Mandstory fiesd nof provided @

Grror detalls

Coll sumder DA - Cotwmn Namo: Type of stafl vareng - Moty 10 14851-M08-C0011
Panopant Fisst Name Yuraea - PRmcipan Las! Nase MARTIN

Cofl NumDes. M3 - Colarmn Kame: Category of Staff - Mobity 1D 14551.M0B-00011
Fartopant First Name: Yurama - Pamcipant Last Name. MARTIN

Custom Mussace
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Length Version of Comments

5min

Video

Tool

MT+1.7.1

This video was created using screenshots from MT+ 1.7.1. Deviations from the
current screen layout and that of this older version may be noted but the basic
functionality remains the same.

This process describes the steps to be performed by a beneficiary user in order
to add a mobility using the interface of MT+.

The scenario used in this video demo is based on the addition of mobility for a
higher education project KA103, for activity type "Student mobility for studies
between programme countries". Some fields are only relevant for KA103. Fields
which are required for other action types or activity types, will be missing from
this scenario.

URL: How to read the error log

QR code:
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#errors

Length  Version of
Tool

6min24 MT+1.7.1
sec

Video

Comments

This video was created using screenshots from MT+ 1.7.1. Deviations from the
current screen layout and that of this older version may be noted but the basic
functionality remains the same.

This process describes the steps to be performed by a beneficiary user in order
to add a mobility using the interface of MT+.

The scenario used in this video demo is based on the addition of mobility for a
higher education project KA103, for activity type "Student mobility for studies
between programme countries". Some fields are only relevant for KA103. Fields,
which are required for other action types or activity types, will be missing from
this scenario.

URL: How to work with CSV

QR code:
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#csv

How to manage activities for KA2 projects

Strategic partnerships' projects are also supported by Mobility Tool. Although not managing pure
mobilities such projects need to be managed in terms of the outcomes and results they produce especially
for those projects mostly concerned with development of innovation. Therefore Mobility Tool provides all
needed functionality to create and manage a KA2 project allocation of funds for project management and
implementation, transnational project meetings, intellectual outputs and associated multiplier events and
individuals participating in learning, teaching and training activities, the latter mostly relevant for projects
targeting exchanges of practices. The filling in and submission of final report by Beneficiary Organisations
and subsequent validation by National Agencies is also available for KA2.

Mobility Tool+ Release 2.5.0 introduced a new field called Project Main Objective in the project details
screen for 2016 KA2 Strategic Partnerships. If a project's main objective is Exchanges of Practices then
project tabs Intellectual Outputs and Multiplier Events will not be available. These tabs will only be
available for a project whose main objective is Development of Innovation (see Menu and Navigation).

When the project is created in MT+, project information is populated under the various tabs, such as
organisations and contacts. The budget approved can be viewed from the budget tab. Details of the
activities for Project Management and Implementation (PMI), Intellectual Outputs (10), Multiplier Events
(ME) and Learning, Teaching and training activities (LTT) are listed but do not contain the cost values for
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https://webgate.ec.europa.eu/fpfis/wikis/pages/viewpage.action?pageId=143692417

these activities. These items can be edited under the respective tabs. These items may be updated by the
National Agency as a result of Amendment request or check of grant beneficiary.

Most cost values are calculated automatically in these screens after the number of participants or distance
band is entered.

Total Project 11,000€
EPlusLink # | Intellectual outputs -
R P ey e = A P A S d 7
- S 7/ \_ y,
7
7’
Online 500€ N y
game N Mobility Tool
e e ~ = = I will detall the
" Ne? N N Approved Sudget .me' Multiplier Events ac:‘ual costs of
_— the outputs
'Y
DVD 0€ Eres
TOTAL
| Y Online game 0€ O

Guidelines 0C

TOTAL 0 v o

The “Central Rates Web service” is responsible for the validation and calculation of such costs as the travel
grant, individual support, organisational support, linguistic support, course fees unit, all top-ups and total
amounts. This allows to keep validation rules and calculation formulas harmonised across different IT
systems.

Most tabs open to a list view, displaying the activities or items. In many cases, the activities when opened
or edited may contain additional lists of items such as participating organisations, attendees or resources.
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Likewise, when creating new items, you may notice that first the basic information such as title or location
should be saved and only then will it be possible to add the list of participants or organisations.

The functionality for these lists are explained in the section List functionalities. How to complete the
details is explained under the various How to pages.

For KA2 projects by default the person who is indicated in the application form as the project contact of
the coordinating organisation, will have access to view and edit the project details. Partner contacts may
also be given view access to the project.

For KA201 indicated as schools only, the organisations contacts may have view or edit access to their

projects and view access to the coordinators project. The coordinating organisation's contacts may have
view access to all partner organisations.
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Project Management and Implementation

The Project Management and Implementation screen allows to record costs for project management
activities such as: planning, finances, coordination and communication between partners.

Quick steps

1. Click on the project reference.

2. Click on the Project Management and Implementation tab.

3. Select the participating organisation.

4. Click on the pencil (Edit) icon and enter the Total (Adjusted) amount.
5. Click on the save icon.

6. Add a comment.

Detailed steps

1. Click on the project reference.

From the homepage click on the project reference to open the project.

European Commission

M0b|||ty tool £LO] Greek State Scholarship's Foundation (IKY)

Home Project List

Welcome ECAS EAC_TRAINING

£= Lifelong Learning Programme About the tool

Maobility Toal is the system for the management of
mobility projects that receved an EU grant undes
the Lifelong Learning and Erasmus+ programmes.
The Tool is developed by the European

2003+ 1-GR1-ERATD-04983 Commission for you, as beneficianes of these
projects.

Grant Agreement No National 1D

1-1-GR1-ERAGZ-045¢

in the Mobility Tool you will be able 10 provide all

the information on your projects, identify

parucipants and mobilities, complete and update
§ Erasmus + budger information, generate and follow-up
participant reports and generate and submit your
own repactis) 1o your National Agency.

Grant Agreement No @ Natonal 1D User's role in project

_zms—v-n.om.qaol-omsue beneficlary (Edet Access to Project)
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2. Click on the Project Management and Implementation tab.

Project 2015-1-PLOT-KA201-016343 Detala

Watude Everny Laerrerg Teschng et Tiswenig Acswilive

Project Details

Context information

Programese: Catmuss

Ky Action: KAZ - Ceoperaton S inpsstion and the
exchange of good pactices

Action Type: KA1 - Sestege Pantnensheps for school
edecatan

Cail Yoar: 2015

Round: 1

Stant of Project: 210%2315
End of Project: 01082310
Project Duration fmeaths): 36

National Agency

Nationa! Agency: PLOT - Foundatian far the Develapment of
e Educaticn Symem

For e dutals 2000t your Natonas AQency. oace conat
Thw felirwmy jage

Fip Nee mATO8 S IVEgEITITIeY e e SAN N PO M
sencieditrtun_ee b

Crpartsamione Canacta Flrapet! Maragenars sl nrgaeenesAanos

1GRYEN MIC: 963102000

Liogat Nasm: Hiteerazy

Business Name. Hioney

Full legol name (Nanonal Lasguage):

Tranasstional Pz Meativgn Salactest Outpns

Soezw Heails Sigpmet Exdaptionsl Coat W wptared Covst Dl wnlion Surdqpet Reputs
Project information Project Access
Grant Agreamant Ho.: 2095 1 PLOTRAZDY 216340 User's role In projoct deredciary
Katlonal K Acoess to Project: Edt Access 18 Project
Project Tite: Progct Tee 13332615 Project is locked: )
Project Acrompm: Progect Acroegm 13032016
Parmarsiig batween reglons &
History information
Benaficlary Organisation information omnd b 5. 90

Creotod on: TUV20% 1446 %0

Updated by A Stat
Updated on; 1803206 15 8515
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3. Select the participating organisation.
Select the organisation for which the PMI costs are being allocated.
This section contains information about the contributions to the participating organisations' activities such
as project management (planning, finances, coordination and communication between partners, etc.)

according to the specific project contracted duration.

All additional information will have to be added by editing the selected PMI item. The total approved
amount for this item can be viewed at the bottom of the screen and in the budget summary screen.

The total adjusted amount for all organisations should not be greater than the approved amount.

For school to school only projects only the beneficiary organisation will be listed here.

Project Management and Impiementation

Parmcipsang Orgmisadion Hok

TK\%O o ©
1 = D 7 5
g|m™ R & ¢
-

0 VA (o K100 Armanan! 6 TR 01 1O The S0 CaN it arvanin] (1A000G M0 i Onnt] THE (TR0 EATRET) Mo AEvens), PAaace o ufham wovy
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4. Click on the pencil (Edit) icon and enter the Total (Adjusted) amount.

Enter manually the total PMI contribution to the activities of the specified organisation:

Project Management and Implementation
a
A
Fortciperirg Otgavisason vk Towl
o TN Sareds oee o
o UNERSIAD COMPLLITENSE DE AADIE Varree e o
o LOVERSTAS AUTORORMA OF DARCELONA Faeree
o LHVERITAT DE S2ACEL OA Parvie
) PNERSTT OF LUROL Famaw
© UNVERSTESD GENT Patow Muorme
Fotal 001,00 ¢
Panticpating Qrgantstos Mrdw Tt
o Hererars Horeban) pMe
Q UNIVEIRSEAD OOWMFLUTERSE DE MaDnD Patror
o UNVERSITAT AUTONDIMA DE SWACELOMA 2 atrve
o UWVERSHAT OE BARCELOMA Pt
o UNVERSITE DX LEOE Denw
. UNIVERSITES GENY Parne [
Taw N
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5. Click on the save icon.

Pardcpaing Organisatios Ruie Totad

2] Hasonru Beraficiary one
o UNVERSDAD CONMPLUTENSE OE MADRD Panesr one
© URVERSITAT AUTONOMA DE BARCELONA Vanse
o UMVERSITAT OF BARCEL OfA Packer Click the save icon
(=} UNIVERSITE OE LEGE Parw
° LRPVIRSTON GEnT Sarreer 500

Tout 55,001,00 €

Pactcipating Organisatinn Rude Total
o Mipmae Bernhomry ome »
o UNVERSOAD COMPLUTENSE DE MADRID Fanrer owe
[+] UNVESISITAT AUTONOMA DE BARCELONA Pantrer cwe o
[+ UNINVERISITAT DE BARCELONA Fanrer cme
o UNVERSITE OF LEGE Partrer nwe
o UNNERSITEST OENT Fanew . ome
Totsd Data successfully saved J_'-:s-—["-“““' '1
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6. Add a comment.

Add a comment if the amount is different than the total calculated amount taking into consideration the
maximum allowed amount. Click on Save.

A 3
Participsting Omganisation Roke Tonal
o Htamey Barufary ame »
o UNVERSIOAD COMPLUTENSE DE MADRD Pataey ame »
o LREVETEITAT ALTONOMA DE BARCELONA Partamy omeE o
o UNVERSTAT DE DARCELONA Banee ome »
o URIVERTE DE LEGE Fanem ome
o UNIVERSITEIT GENT Faent none g
T 1250004 ¢
0280 0
Approved Budge! (by Nationsl Agency) XTI
ﬁ-mrwn-n-uu-_lnm—mnumwmummmmmum—--—nmm-mm 3
The amount i differant due 10 & reduction..,
R
WA v s W
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MT+ KA2 Transnational Project Meetings

This page explains how to add the details for a new Transnational Project Meeting. Transnational project
meetings are events organised by one of the project's participating organisations with the purpose of
project implementation and coordination. The screen functionality allows to list the transnational project
meetings, with the number of participants per meeting and its associated cost amounts also per meeting.

Quick steps

. Click on the project reference.

. Open the "Transnational Project Meetings tab".

. Click the "+Create" button.

. Fill in the meeting details.

. To save the details and to add participants, click the "Save" button.
. The participants section appears.

. Click the "+Create" button to add a Participants Form.

. Fill in the details.

. Click the "Save" button.

10. The "Participants" list appeatrs.

11. Click on "Back to list" to return to the previous screen.
12. Click the edit icon.

13. Click on delete icon to delete.

O |0 N[O || W [

Detailed steps

1. Click on the project reference.

From the homepage of Mobility Tool click on the project reference to open the project.

(urppess Cammersion
Mobility tool L1311 ool Wate Sebaniug’s Poniiatind $411

P Us

Welcome ECAS EAC. TRAINING
BB Lilelong Learning Programeme About (he 200l
Chwn Agreemment W Matmrrsl 100
B eoasmus

Cowm Agresmenn W Mamisial €3 (rncy sube e progect Ajency
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2. Open the "Transnational Project Meetings tab".

The Transnational Project Meetings or TPM's entered into the NAs Project Management System will not
appear in this list, on project creation and will not be updated. The total approved for TPMs can be viewed
under the Budget tab.

These entries will have to be added along with the number of attendees and total cost for each meeting.
The attendees numbers should be grouped according to the travelling distance or distance band and costs.

If the project is a "KA201 - Strategic partnerships for school education" flagged as "Only schools?" the
sending organisation is always the Beneficiary Organisation.

Transnational Progct Meatmgs

Entopean Commission

Mobll'ty too| EAC Directorste General fin Educalion and Culture

Transnational Project Meetings m

3. Click the "+Create" button.

To create a new meeting indicating its specific objectives within the more general purpose of project
coordination and implementation, click on the +Create button.

Eutgpean Comminsion

Mobi"ty tOOl EAC Dvoctorale Gonersd for Educahon and Cutture

Transnational Project Meetings

Click the “+Create” button
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4. Fill in the meeting details.

Complete the details (blank fields) as applicable for the meeting.

Add a meeting title, select the receiving organisation (receiving country and receiving city will be filled in
automatically) and change the start date and the end date. The meeting must fall between the project start

and end date indicated on the Details tab.

For S2S projects the sending organisation can only be the beneficiary organisation.

After filling in all the mandatory fields the "Cancel" and "Save" button will appear.

The receiving organisation cannot be the same as the sending organisation in a given meeting. An

exception is made in the following case:

The receiving organisation is allowed to also send their own participants and pay them for travel expenses

if the travel distance is at least 100 km (>= 100 km).

+ Transnational Project Meetings

SThAIa POOStawawa W, HenTysa benkiewes |« Bsuand
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5. To save the details and to add participants, click the "Save" button.

wawse Transnational Project Meetings

Meetag © Westny Tite

219 3. TPA0000Y Contetance
Fregect [hration e e ——
Viart e ot L

se0E [+] ST ]
Hrterree) ipmmisetee - S wving Comniry MCany 1y

1o 8 wn bmsryha - Poiare - Caregores

Click the “Save" buton ﬁ
Cove

6. The participants section appears.

The section "Participants" appears. From this list you can create a new entry for a participant or group of
participants. The participants should be grouped according to the distance band.

Froject 2014-1-UKD1-KA201-000229_3 Tarm o Faec My
« Transnational Project Meetings
x
Vetng 1) Klestin) Tive
229 _3-TPM-00001 Conference
"qul(l Doratien "wan noager
uct Date £ Daty
041112018 s S4T12018 a
Wecprang (vgermaatin Necermmg Couniny Hazenmeg Ty
Sriola POGTtawowa . Henrysa Sienkarwn Folang Oblegorek
Participants m
Q

76



7. Click the "+Create" button to add a Participants Form.

To create an attendance list including a clear identification of all attendants for each meeting, click the
+Create button.

Project 2014+ 1-UK01-KA201-00022¢ 3 "GO tiact Fromat Mara t o0d Prsermrt Dsmeratonat Soect Wastngs

tyas tat:y

wanwe  Transnational Project Meetings

PEM

Mosing D Mostng Time

3% 3-TPM-D0001 Conrterence
Projncs Dutation e . —
Stant Darte Ead Data

Q42018 = o408 =
Awcanmg Orgennation Mwcstemyg Cownlry Racarnng Ciy

Ezxola Podstawowa im. Henryka Sienkiewst Potana Oblggores

gicipants m
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8. Fill in the details.

The fields "Sending Country" and "Sending City" are automatically filled based on the details of the
organisation selected in the meeting details.

Fill in the "Distance Band" field. If the distance band is not known, click on the Link to distance calculator.

From the moment the distance band is calculated, the Grant per participant, Total (Calculated) and Total
(Adjusted) fields will be automatically filled.

Meeting

Hesting 10, 229 )-THW4000! Nosting Tite: Corferarce Start Dese: 341V Endl Date: D110

Necaming Organnaticn Rocersng Coustty Friems Aecetving City: Obbggems

Przte wi 7 Pletnybe Dawtbaec:

Fill in the detass
Participant Form
K‘IQ""I‘MI[Q.HI Tarsdoy (Mpradion
"2 11563 Fodstanows n Menryra Slenbewicza w Oblegory

Serdmy Courtly lentey Uty
Pols=a - Ooipporek
Umtars s Nand Srwnl pur pad ot
190 - 1984 'm -, L) )
Tatal 0ot wintmd| Totat | Aduosed |
Qh 780 )
o ([
9. Click the "Save" button
. | \'"/ u .
Meeting
Waartog Tite Czswerss Saan Daae: 0410700 Caal Duen: 04
Mecmiving Cmantry Foar Movntemng Cly “bepoee
Participant Form
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10. The "Participants" list appears.
After clicking on save, you are returned to the previous window.

The newly added details appear in a line, in the participants list. Click on the create button to add additional
entries for participants if required.

scwoue  Transnational Project Meetings
ZEae
Meeting 1D Heeting Title
22% 3-TPM-00001 Conference
Pr Duration VU2 W60
Shart Date fad Date
0411172015 2 o4/112018 =
Re<orving Orgasination Recaiving Country Recenmng Ciry
Szxcla Podstawowa im. Henryka Sienkiewi Poland Oblggorek
Participants + Crosse
Q
The Participants line appears in the list. =
Number of Sending Sending  Distance  Grant pes Towal Towl
Participomts Sending Organisation Country City Band participant (Calculated) (Adjusted)
Szkola Podstawows »m. Hearyka 0. 1988 ___ -
o O 57 §75000¢€ 575000 =1 4
[ ° W Shekiewcza w Otsegorku Palung Phhgens km P " " e 4 ]
Tota L5000 ¢ 6765000 ¢
0 | 25 0 00
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11. Click on "Back to list" to return to the previous screen.

| backto st |Transnationa| Project Meetings

ZEdn
Meeting ID Meeting Title
229 3-TPM-00001 Conference
Project Duration e " 311082017
Start Date End Date
| 04/11/2015 - | 04/11/2015 &
Receiving Organisation Receiving Country Receiving City
Szkola Podstawowa im. Henryka Sienkiewic - Poland Oblggorek
Participants m
ar Q
P The Participants line appears in the list. o
h L
Number of Sending Sending  Distance  Grant per Total Total
Particip Sending Organisati Country City Band particip (Calculated)  (Adjusted)
Szkola Podstawowa im. Henryka 100 - 1999 a
1 P k 7 7 7 P o]
[ o 0 Sienkiewicza w Oblegorku oland Oblagore 575 575000 € 575000 € ™ s i ]
Total

10 | 25 | 50 100

5,750.00 €  5,750.00 €

12. Click the edit icon.

If you require to make changes click on the pencil icon to edit.

Transnational Project Meetings

Mentbng © Blaeting ThisSoan Date  Ead ot Aaenieing Crgaiatin Rrvontag O

o 229 1TP0ONY  Cawwsrcs  OUTUROME  SAINONYE  Schaia Fucmseses o Hevyks Suehewcss & OMagony  Poles

Jangune

»

o Participunts Tatal |Cak

LT

LT 8 ¢

forw

Lo o

15000 ¢
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13. Click on delete icon to delete.

If you require to remove an entry, click on the dustbin icon to delete it. To view without editing click on the
view icon.

Transnational Project Meetings

Mooting 1D Mooting TitleStart Date  End Date  Receiving Organisation Receiving CountryReceiving CityNumber of

(o] 229 _3-TPM-00001 Conference 04/112015 04/11/72015  Sakola Podstawowa im. Henryka Sienkewicza w Oblegorky  Poland Obiggorek

Total 10

Click to view.

This page explains how to manage the list of Intellectual Outputs in MT+. Intellectual outputs represent
the project's tangible results such as curricula, pedagogical materials, open education resources (OER), IT
tools, analyses, studies, methods and others.

The screen allows the beneficiary to list the project's exact set of realised intellectual outputs. It also allows
to detail the cost of their production, according to the different types of resources required to produce it.

Quick steps
e 1. Click on the project reference.
e 2. 0Openthe menuitem "Intellectual Outputs".
e 3. Click on "+Create".
e 4. Complete the details of the new Intellectual Output.
e 5. Click on "Save".
e 6. Click "+Create" to add the organisation details.
e 7. Select the organisation and complete the details.
e 8. Click on "Save".
e 9. View the organisation's cost.
e 10. Edit an Intellectual OQutput.
e 11. Delete an Intellectual Output.
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Detailed steps
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1. Click on the project reference.

From the homepage click on the project reference to open the project.

Hase

Welcome to Mobility Tool+

€ Avout e tool £= My ongoing projects
Wcbasty Tool m e sy e for $he manapaseet of Moleldy
o Patnerstpn poyects Dol re sved as ELU glast uinder Guant Agtosment No. Uer's 10l bn projoct  Amarded Budget  Declared Budget  Updated on
the Litelong Laamirg ang Eranmuas~ programmas. The Tedl &
tevwioged by P Euvpesn Coammission for o a8 JOV4 A FRDLNASOY D000 partre wEcoe S5 00€ 210VJ0% 2120
betwdcanto of heas progects

FNAIER KA AEEEEE | e nRE WL 226 OO/ ML
11 e MAStsMy Yook yiva wit 2o bl b rovide sl the TN i, . e =nvuw
iniormiatien on your progects, Kensly parikiperts ané AL AMOLRAIDIINGI29 4 tosdnatiy BEES0E ST4200€ 07123015 3407 18
mutiiters, sompiete ang igEime tudgel etormation. genecte
avd foilomp particpart Mpots and Qenecals and sutn jodt 1SV FROVCA 107 014843 O L5 e TATR RS MOS0% 25eM

DA PO | 1 your Natendl Agene: ¢

B 00000 € G00€E [MOS20% QX

Dt sy Bl EE00¢€ BOCOE 0% THE

.WMMIM.‘ JNSAPLOLCAISTIEINN 1 cominuis 0 00e LEENE NENLTEE
Matesty Tool - Guede for Beneficares JRSAPLDIMAISOIETD ) berwicuy VINNme J0MCEE WOS0% IEE

W ® |0 100
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2. Open the menu item "Intellectual Outputs".

The Details screen appears and when the Intellectual Outputs tab is clicked the information entered
into the NAs Project Management System will appear in this list. The amount for the different staff
categories is not entered and must be added for each Intellectual Output, which is automatically
created by the system. The total approved for the Intellectual Outputs is visible under the Budget tab.

Note, for School to School only the Intellectual Outputs for the beneficiary organisation will appear.

fewropern Comminsion

Mob”ily t00| EAC Danthirsty Cunonst fiv Foucation and Cutuey

Progect Detalls

Cantust vizemation Progect information Project Access

Prpiasens [aavars Ganm Agmervanm Wn 20151 L0 1A 0 e R

Ky Bt ¥ -t s it e e s baee el K Ascons 0 Projest B Advess 3 P
Prodert Tt Swct Tha 130091 Proget v bachae [
Prget L teagn

Fautnaiiep Setwres mpren o

oy Infoemstion

Benwficiary Coganmation nformation

ML P 1" Upintnd by 1A Laat
Lagel Nass 0 Upirnd wn TIA2016 1

Mo Naree o

National Agency

ok put nate Pabaerel | oo guatnge)

Wanseal Aguncy
ra » Syeme

3. Click on "+Create".

Once in the Intellectual Output tab, if a new Intellectual Output is required, click on the +Create button.

Inteliectuai Outputs :)
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4. Complete the details of the new Intellectual Output.
Fill in the blank fields.

The start and end dates for Intellectual Outputs must always be within the project duration's start and
end dates as specified on the Details tab.

Note:
For 2014 projects a "Output Type" field appears and "Available Media" fields are not appearing.

For 2015 projects a "Output Type" field is not appearing and "Available Media" fields are appearing.

Intellectual Outputs

Oftput ipenthcation Ouput stie
o - Sermnar

. LenTIe 10N

Progect Ouration -
Start Dae End Dato

011032016 = 0202016 -]
Avafadie Language t Avafalée Langaage 2 Avalebie Langusge 3

English - French - Polian -
Avatadie Uedia 1 Avafalie Nesa 2 Avalatée Metiz )

software - S0cial Media -l Internet v

Irtoboctus Output Detaded Descripoos

Seminar an the mportance of radinonal stortes, language in & medern Gurope |

ML chachers bt
Cancel
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5. Click on "Save".

To save the information, click the Save button.

Intadectual Outputs

(et W (et e

o . Yervna

i )
Powmet Tasatne
Dt tane ot e

1229018 ~ e [ ]
[T - D el Samcin | asgaees

Ergras - Frwesn - oo
Avemarne et} Ao g - i r—

L—cwe - Socal Mecs - ot

R R T ]

bertrw 11 the mMTCrINTe o WAIOTOE ERNEL WTELAGe T 8 Trder EaroTe

6. Click on "+Create" to add the organisation details.

The Intellectual Output Details screen appears, completed with the details received from the NAs
Project Management System. Click on +Create to add the details of the organisation.

Intellactual Outputs rem
A S L) et 0w
o raminat
B ey ey

Prigect Durstie

T D [T
FIRSOTs o] Q39370 L |
Aroaity | vz | Aotsbae  urwye Arataten Langange 3
Engasn Pransh Painn
Avetatte eta Aetata Ueta ) A Un )
fatt=are Social Meaia ntamel

it Lt Ot [Muied Desrrptes

BAINTT DN ThE WNPOITANCE O ITRTINGAE 1108, MTgLIge IN 3 MadeTn EuTspe

[ To add an Organisation, click the "+Create” button

Organisations
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7. Select the organisation and complete the details.
Select an organisation and complete the details as applicable for the Intellectual Output.

When filling the fields for No. Of Working Days, both Daily Rate and Total (Calculated) fields will be
filled in automatically for each Staff Category.

: Note that one and only one of the organisations within a given Intellectual Output must be flagged
as "Leading".

Intelectual Dutputs - Organsaton

 S— Dp—

8. Click on "Save".

Click on the Save button to save the data and return to the list view of the current Intellectual Outputs.

bt ity - O '
Irtetctum Outplts - Organsation
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9. View the organisation's cost.

After clicking on Save, the current Intellectual Output screen appears. The organisation's cost just
entered for that intellectual output will be displayed at the bottom of the screen.

For School to School it will only be possible to add one line for the beneficiary organisation. To return
to the list of all Intellectual Outputs, click on back to list.

D Intellectual Output Details

Intellectual Outputs

Owynt Mewithe xdom

o

-
Pregeet Durapam

neae

Motatts Lamgaage 1

Engiah

Anatatie My 1

toftwvare

WArte fa g Owgnd Dt Dev e

Tarinat 08 the IMDEIINCe ©f AARUNY| DIOHEE. lINDasge
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e

o 4 - e

Yo o — - S

Oyt 00

Serrenar

Avatese | srpave !

Froccy

Aoadai Usdu o

bocis Moo a

" @ modars Burtge

Lok D
2 =020
- resre -
— O freteey
e [

v

Avatatse L wupage

Poian

Mvedatae Uoda )
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B A e et -

oo A ———y ey - [

- - “iarenet [
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10. Edit and Intellectual Output.

To modify an Intellectual Output, click the pencil icon.

* Note - For 2014 projects, the column Total (Adjusted) appears.

Intellectual Qutputs m

et by
Gamagers Tenmery B Voot fierke Agmrw avaboce vumaee rw?
OUtast Memtcater  Oumpet 38 W O 0hing Bays  Tomel (Camutited M0 OF Morkng Duys  Toted ICakosuma] Mo OF aking Liigs  Tetar (Ebauatedt e OF Wareng Dy Tl (Cactamd  Totaty
o > becsim 1 Iatsed 004 2004 teoee taese mly
- " T Lreme W R TR LA Taresee
( 3 50 00

Approved Budgel (by National Agency) ELIEES

11. Delete an Intellectual Output.

To delete an Intellectual Output, click the bin icon.

*Note - For 2014 projects, the column Total (Adjusted) appears.

Intellectual Qutputs m

Nt Late gy
Gamagers Teacmers Trorwwr s Burva archur s Voc#h fierker  Techorirn Admrm avabor mmpe 1w
Ouast Memtcater  Oupetihe W U 0arving Baps Tl Camutited Mo OF Morkng Cuys  Totel ICakosumel Mo OF arking Lisgs  Totar iEsbauatedt e OF Warwng Dups Tl (Cacudammts  Totaty
o - I1mtsee W 20004 so0e 1 teoee Yeree BN Y
- " LAV W Leme W P LM PareE
( 3 50 30

Approved Budge! (by National Agency) ELTENTS
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This page explains how to manage the list of Multiplier Events in MT+.

Multiplier Events are national and transnational conferences, seminars and other events organised with
the purpose of disseminating the intellectual outputs produced by the project. The costs incurred in the
organisation of such multiplier events can be financially supported.

Quick steps
e 1. Click on the project reference.
e 2. Click on the menu item "Multiplier Events".
e 3. Click the "+Create" button.
e 4. Fillin the details.
e 5. Click on "Save".
e 6. Click on "+Create" to create the Budget.
e 7. Fillin the details.
e 8. Click on"Save".
e 9. Check the "Total (Calculated)" amount and click on "Back to list".

10. "Edit" a Multiplier Event.
e 11."Delete" a Multiplier Event.

Detailed steps

90



1. Click on the project reference.

In the homepage click on the project reference in order to open the project.

Welcome to Mobility Tool+

€ Avout e tool £ My ongoing projects
Wcbasty Tool m e sy e for $he manapaseet of Moleldy
andior Pamnenipn pyects Bt e sved as EU grast under Gramt Agtesment No. User's 10le bn project  Amarded Budget  Declared Budget  Updated on
the Lifelong Laamieg ane Eravmus~ programmes. The Ted a
devwioped by e Euvposn Commassion for you 2 0141 FRDLNAZOL D020 Pt s oe S5500€ 21DVJ0% 182120
betwdcanto of heas progects
A FRDKAZT AEEES | £ BRI SITEME JSOVI0N MR
11 e Msts¥ly Yook yirs wit 2o able to grovide sl the I Iy s e B
iniormiatien on your progects, enbly pariiperts ané AL AMOLRAIDIINGI29 4 tosdnatiy BEES0E ST4200€ 07123015 3407 18
mutaitens, sompiete ans igEame tudgel eriamation genente
nd follow-up pivticpand mpamy and Qinecals and s.bnw jou 015 1FR0N KA 107014843 oy LS TATRRE MOSQ0% PN
DA PO | 1 your Natendl Agene: ¢
FROV A X000 E G00€ [IOS20% QX
Dty B EE e BICOE 0% T M E
Documentation
! INEIPLOLKATISEIED I contnator 0I000€ GEEI0E ME%EDNEE
Wotasty Tool - Guede for Beneficiares HHSAPLOIMAMGIIEIND 3 Darwleiwy 0VINME 20 ENE  JUOSZ0% S E

W n 20 100
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2. Click on the menu item "Multiplier Events".

The list of Multiplier Events is displayed. The items in the list can be edited and new ones can be added.

The list will show all Multiplier Events, which have been entered into the NAs Project Management
System, but will not contain all details. The Multiplier Event item must be edited in order to add the costs

and number of participants.

Project Detalls

Canmext intormation Project informaton

Naticnal Agancy

Wadaasl hymosy

ation

Project Accesa

Histocy nformasion

wannt )

Updand

]

==
J

3. Click the "+Create" button.

In order to create a new Multiplier Event, click the +Create button.

*'For school-to-school projects, only the Multiplier Events for the beneficiary organisation can be

created.

Multiplier Events




4. Fill in the details.
Complete the details as applicable for the event.

For Multiplier Events, which are not automatically created from the NAs Project Management System,
select predefined Event Identification codes ranging from E1 to E999 from the drop-down list.

Note that the maximum allowed amount for all Multiplier Events within a project is 30,000€ and that
at least one Intellectual Output must be selected per Multiplier Event.

The start and end dates for an event must always be within the project duration as specified in the project
Details tab. In case there is a needto change these dates, it should be done in the NAs Project
Management System.

Multipier Events

i =\
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5. Click on "Save".

To save the data, click the Save button.

Mutiplier Events

Activity
4 lewrw

PRI 16 T PREIIEYEE O TASRETS (e OpLAge $0E SLISE 14 8 rern Eirree

e ok B

racime " sIzaAe

2
£ !

6. Click on "+Create" to create the Budget.

In order to create the Budget detail line for this activity, click the +Create button.

Activity

1 ot wewTh ot Crere “ww
L4 Ll 1]

Lot Denogpe

BETERAL 0% 1he FPRENTINGE OF UASHANE M00EL. INGUIPE INE SR In B Iedem Brtee

Tt Ougats Covered

: emint
Frigect Daratam
an fan [
e = L) ” HIBITON

Budget

Coumtey ol Vewns

Ariana

[
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7. Fill in the details.

Fill in the Organisation, Country of Organisation fields. Enter the number of Local Participants and the
number of International Participants.

Grant Rate per Local Participant, Grant Rate per International Participant and Totals fields will be
populated automatically.

Note that one and only one organisation must be flagged as Leading within each Multiplier Event.

Multiplier Events

Activity
Evont Mentification. £1 Event Tie. Seminm
Budget 7
VI
e
(gllun‘.u\ Loateg* Lonntry of Urgarssaten _\
Hiomizu L4 Beigium
Mo of Local Parscipants Grant Sate pec Lecal Parscipent Total Grant 4o Locat Parhcipants
10 100 1800
Mo Lt naton el Partofarts Grast Bate pur Interrasnal Paetopast Totad Crant $3¢ Mdarnational Parocipents
0 3200
Tt (CaCuNio)
200

N N

Below you can find an example of the screen as it was for the version MT+ 2.2, for 2014 KA2 projects. The
Event and corresponding Budget details were in the same screen.

This screen is not available anymore. All data that you have input for in this former release is still available
in your project, but the screen has been adapted as explained above.

The only missing element is the Country of Venue. Please complete this field for all Multiplier Events of your
project before submit a beneficiary report.
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Event igontificaton Evont Title
E1 B Seminar

Evont Descrption

Seminar on the importance of traditional stories, language and culture in a2 modern Eurcpe.

Intellectval Outputs Coverod

Project D on 010912014 1682017
Start Date End Date
101112015 - | 1111112015 -
Organiser Leading? Country of Organesation
Szkola Podstawowa m. Henryka Sienkiewiczawe | Poland El
BUDGET
No. of Local Participants Grant Rate per Local Participant Total Grost for Locai Parbcipants
15 100 1500
No. of Intersational Parbcipants Grant Rate pes international Participant Total Grast for International Parscipants
15 200 3000
Total {Calculated)
4500
Total (Adjusted)
4500
Cancel Ve
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8. Click on "Save".

Once all the details have been filled in, click on the Save button.

s Multiplier Events

Activity
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9. Check the "Total (Calculated)" amount and click on "Back to list".

Check the Total (Calculated) amount and click on Back to list to go back to the list of the events.

Munu)m Events
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10. "Edit" a Multiplier Event.

To edit an event, click the pencil icon.

Grant Hate
Aetulluctual Country Grant Tt pe Mo, of
Evant Evem Event Outputs of pet Local Mo, of Locad limernasonal  eternational Towsd

= Idumification  Tide Dascription Covered Stant Date  End Do Veaus Panicipam  Pamicpans Panicpant  Participants (Caicatlaned)
Semna on e
mportasce of

o & Seminay 0t 1 ARI0IG CVENZON  Poland 100.60¢ 10 0000 20 5100
Mues Wnrguage
ot citirw n 3
modem Ewops

Tesal 10 n 000

n n H H
11. "Delete" a Multiplier Event.
To delete an event, click on the bin icon.
Grant Rate
Aetulluctual Country Grunt fatw pe Mo, of
Event Evem Event Outputs of pet Lozal Mo, of Locad lmernasonal  dncernational Towsd

= Idumification  Tide Dascription Covared Stant Date  End Datw  Veous Panicipam  Pamicipans Panicpant  Pamicipants (Caicatlanedy
Semne on e
mportasce of

o Ef Semingy Uiitiond 1 UDUIA016  CVENZ0N  Poland 100.00¢ 10 0000¢ 20 5100 rs /[3
Mumes nguage
ot citirw n 3
modem Ewops

Tesal 10 n 000
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This page explains how to manage the list of Learning, Teaching and Training Activities in MT+.

A strategic partnerships' project can optionally include transnational learning, teaching and training
activities for which support for travel, subsistence and linguistic preparation can be given. These activities
must be justified by the added value that they bring to the project's achievements.

Quick steps
e 1. Click on the project reference.
e 2. 0Openthe menuitem "Learning, Teaching and Training Activities".
e 3. Click the "+Create" button.
e 4. Fillin the details.
e 5. Click on "Save".
e 6. Add a participant.
e 7. Fillin the "Participant"” details.
e 8. Use the "compact view" button if necessary.
e 9. Click on "Save".

10. Click on "back to list".

Detailed steps
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1. Click on the project reference.

In the Home page click on the project reference in order to open the project.

Welicome to Mobility Tool+

© Avcut the tool £ My ongoing projocts
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2. Open the menu item "Learning, Teaching and Training Activities".

The Details page opens. When you click the Learning, Teaching and Training Activities or LTT tab, the list
will show all LTTs, which have been entered into the NAs Project Management System.

These items will need to be edited in order to add the additional information of number of participants and
costs.

Project Details ﬁ

Context nformation Project information Project Access
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3. Click the "+Create" button.

In order to create a new Learning Teaching and Training Activity, click on the +Create button.

Leamning, Teaching and Training Activities @ m

Q

e OF Mo of Paticipavs Townd Tounl Tats Fucopterad Comty iOversass
Langtesn  Aczovpmrpey o, ol WA Speetal Trevwt Ireteidaal vty Comnmun vl Tuoterias sot Toa! Lrare
Actaky Tyye Acttey Type achery? Parorn Puticiparss  Hescs Anzen Uepon Seppn  Ovememiant Raghons Traved Comw)  (ralosieed)

102



4. Fill in the details.

The activity section will appear. Note that the list of participants can be added only after the activity section
is completed. Fill in the activity details (blank fields) as applicable.

: Note - For 2014 Projects, the Field field does not appear.

sanul Learning, Teaching and Training Activities

Activity
Activey fin. Vimz Activey Type
c4 . Youth * Shortdem Uasing events 10f youlh workers -

DORCrgmse of The aCUAly

S dsarning svent

5. Click on "Save".

To save the details of the activity, click the Save button. The list of participants can now be added.

i Learning, Teaching and Training Activities

Activity
Activey in. Vi Activey Type
c4 . Youtnh . Shortderm rasing events 107 youlh workerns -

CNacrpman of The SCUATY

S dearning svent

103




6. Add a participant.

To add a participant, click the +Create button in the Participants section.

wanw Learning, Teaching and Training Activities
Activity

Activiy Tope

Aty s
ShorAerm raimng events tor joutn workers

c4 Youtn

DNSCrptam of T oty
Seaf bearning event

=)
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7. Fill in the "Participant" details.

Complete the details (blank fields) as applicable for the participants.

" Note - For 2015 Projects, the field EU Mobility Total Grant (adjusted) has been removed.
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8. Use the "compact view" button if necessary.

If necessary, use the compact view button. This will reduce the screen view so that only the most relevant
and mandatory fields are displayed. In order to expand the view, click again.

* ‘Note - For 2014 Projects, Grant not Required (Travel Grant) and Grant not Required (Individual

Support) check boxes do not appear. The field EU Mobility Total Grant (adjusted) only appears for 2014

projects.

In case the project is a KA201 - Strategic Partnerships for school education and is flagged as Only schools
(or KA219), the sending organisation is always the Beneficiary Organisation.
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9. Click on "Save".

To save the participant details for the activity, click on the Save button.

Uil Corerigiis

108



10. Click on "back to list".

After clicking on Save, the details of the participant will appear in the Participants list. Use the list icons in
order to edit or delete the details.

To return to the list view of all Learning, Teaching and Training Activities, click on back to list.
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Participants with special needs are entitled to extra financial support within the scope of a strategic
partnerships project.

Quick steps

. Click on the project reference number.

. Click the menu item "Special Needs Support".
. Click the "+Create" button.

. Fill in the "Special Needs Details".

. Click on "Save".

. Edit "Special Needs Support".

. Delete "Special Needs Support".

[ ]
N oW N

Detailed steps
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1. Click on the project reference number.

In the homepage click on the project reference in order to open the project. It will open in a new browser

tab.

Hore

Welcome to Mobility Tool+

€ About the tool
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devnioges by Do Euvposn Coammsyimn f jou a8

barwbcraios of (hwan propects
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mutiiters, sompiete ang igame tudgel eisrmation genacte
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2. Click the menu item "Special Needs Support".

The Details page appears. Click the Special Needs Support menu item to see the list, which has
been entered into the NAs Project Management System. These entries can be edited in order to add

additional information.

=S

Project Details f

Comet information Promect information

Progravens

History iInformation

3. Click the "+Create" button.

In order to add a cost line for Special Needs Support, click the +Create button.

* ' The value Approved Budget (by National Agency) may be set to zero, if the project is for call year 2014
and the project data was submitted to MT+ before MT+ 2.3.0. In this case please check the budget screen
for the value for this item that has been approved by the National Agency.

Special Needs Support )
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4. Fill in the "Special Needs Details".

The Special Needs Details window appears. Fill in the details (blank fields) as applicable.

Special Needs Details

Organisation

Hitomizu E‘

No. of Participants With Special Needs Total Cost
2 100
Description

Special needs support needed.

1971 characters left
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5. Click on "Save".

To save the data, click the Save button. After clicking on save, the details line will now appear in the list of

Special Needs Support.

Special Needs Details

Organisation

Hitomizu

No. of Participants With Special Needs

2

Description

Special needs support needed.

Total Cost

100

1971 charactars left

Special Needs Support
q
ES
Wi Lagei Name Duncripeinm Tonal oo
[ o LONT Soacal Neede LDPIN Needed ome m 7 ‘J
Tontnd .
) | 23 1] 0

Approved Sudget (by National Agency) [ETF
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6. Edit "Special Needs Support".

To edit a line of Special Needs Support, click the pencil icon, update the data and click on Save.

Special Needs Support

& Suogat | atonhs ar ::._.J
7. Delete "Special Needs Support".
To delete a line of Special Needs Support, click the bin icon.
Special Needs Support [+ crome |
Q
Legal Rame Descrigtion Total Comt
o Hlomau Special neads wupport needed 100.00 € W 4 F'_]

Approved Budget (by National Agency) DTN
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This page explains how to manage the "Exceptional Costs" in MT+.

Exceptional costs include but are not limited to sub-contracting and purchase of goods/services. If
exceptional costs are added, a comment must be entered on the budget screen.

Quick steps

e 1. Click on the project reference.

e 2. Click the menu item "Exceptional Costs".
3. Click the "+Create" button.

4. Fill in the details.

5. Click on "Save".

6. Add a comment in the "Budget" tab.

Detailed steps
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1. Click on the project reference.

On the homepage click on the project reference in order to open the project. It will open in a new browser
tab.

Have

Welcome to Mobility Tool+
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2. Click the menu item "Exceptional Costs".

After the Details page of the project opens, click on the menu item Exceptional Costs.

Project Details

Contaxt information Froject information Project Access

Miogranme e Gonrm Agrmemen fio: 201545000 HAIDI 4 1M Usat ¥ sele I prsjact Sesvtoin

Koy Actham #A2 parw ' w1 ard T Notremat 1}
‘‘‘‘‘‘ ol Projett Thle: Payuit Tite 130350015
Project Acramyer Prasct A

Parsianhip hemwwen iogions

History Informaton

Baneficlary Organisation informatian = sl i
L ¥ Progoct remted o9
Pt D anie
jont Dusation: ( o) 0 Updiatedd Iy NA Gt
Lags! Mame 4 Apdsred oo 34 4 66 48

Bustren Marrw . 19toer
Naticnal Agency

1ol logat nare (Narinat { asgenge)

Hatisnal Agecy: P10 -

3. Click the "+Create" button.

In order to create a new details line, click on the +Create button.

' The value Approved Budget (by National Agency) may be set to zero, if the project is for call year 2014
and the project data was submitted to MT+ before MT+ 2.3.0. In this case please check the budget screen
for the value for this item that has been approved by the National Agency.

Exceptional Costs -
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4. Fill in the details.

Fill in the details (blank fields) as applicable.

“*'Note - For 2014 Projects, the Total (Adjusted) field appears.

Exceptional Costs Detail

e S

Hitomizu 1 .1
full Roal Cost Elgible Cost (T5%)

100 75
Descripton of cost tam

Exceptional costs

\ 1982 ay:n.:egy/
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5. Click on "Save".

To save the data, click the Save button.

Exceptional Costs Detail

Orgasinann
Szhola Podstawowa im. Henryka Sienloewicza w Oblegorsu

Full Rewl Cont Ebgible Cont (TS%) Tecah Anusted)

100 78 75

Descrponn of CO8! Sem
Exceptional Costs

After saving, the details line will now appear in the list.

Exceptional Costs
a
A 3
W Loge! Mave Twerigalon of osat 2em Foll Banl Cont Diigide Coan (2%
o weeren Excamecs coan NN " =78
[ lawt e neee ]
Y n b} "o

Approved Budget {by Nanooust Agency) [EITT)
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6. Add a comment in the "Budget" tab.

To add a comment in relation to all exceptional costs on the Budget screen, click on the Budget tab, add

the comment and click the Save button.

Exceptional Cosis  Exceptional Cost Guarantee | Bodget | Reponts
Mursmum Amoant Nazsnum Amosst
Approved Bedger N of Approved Avcordieg ¥\ of N of Apgeoved Acteedng 0 % of Currest Bedget (in N Currersdppe oved
(my Matonal Agwacy) Buspe! Apgroved Bidgmt Bedget Approved Desget Hotity Too redgec
TR — P R PR rou e w V. . vy -
Muttiplier Events 350000 € 00,00 % 280000¢ 12000 % 420000¢€ 8.000,00 € RE AR
Learning, Teaching and
Training Activities e 00,00 % 000¢ 120005 so0 e 188500 ¢ 0,00%
Short4erm training
events for youth workers 000€ 286500 € 0,00%
EU Travel Grant [ X1 4 7500¢ 0,00%
EV Indmidual
Suppont 0.00¢ 2.58000¢ 0.00%
Linguistic Support
Grant 0,00¢ 2.00¢ 0.00%
Special Needs' Suppon 000¢C 100,00 € 0.00 %
Exceptional Costs
Thase costs wers Incurred
while....
ey sy 4 000¢ 00,00 % o00¢ 100,00 % 000 ¢ TS00¢ 0.00%
d -
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MT+ KA2 Budget

e Approved Budget (by National Agency) and Current Budget (in Mobility Tool).
e Allowed budget transfers between budget items.

Maximum and minimum percentage allowed for the transfer.

Budget for Learning, Teaching and Training Activities.

Budget for Exceptional Costs and Exceptional Cost Guarantee.

Reduction of EU Grant.

Approved Budget (by National Agency) and Current Budget (in Mobility Tool).
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Explanation and illustration

The budget summary screen provides an overview of the approved budget as entered into the NAs
Project Management System. This can be seen in the column Approved Budget (by National Agency).

The column Current Budget (in Mobility Tool) reflects the total for each activity and budget item as
entered under each tab of the Mobility Tool:

e Project management and implementation
e Transnational Project Meetings

e Intellectual Outputs

e Multiplier Events

e Learning, Teaching and Training Activities
e Special Needs' Support

e Exceptional Costs

e Exceptional Cost Guarantee
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European Commission

M Obil Ity tO 0 EAC Dwectorate-Cenaral for Educabon and Culture
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ﬁ Wrerrur Amoum Avvonart (
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Totai Project
36,926.00 € 1,800.00 € 3885
Regucton of EU Grant 000€
Froject manag g mp 9,000,00 ¢ 0.00% 7.200.00 € 10000 % 9,000.00 € 1,800.00 € 1967 %
- o
" o v 0.675.00¢€ 0.00% £.340.00 € 120.00 % 8.010.00 € 000 ¢ 0.00%
ectual O
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i g xee 0,00 ¢ #0.00% o0 12000 % aeec 0.09€ 0.00%
M Events
e 000¢C "0.00% oo0¢ 13000 % T 1 oe 0.00%
s 2 o@n
e g ang - 23,2%000¢ noos 1800 00¢ 12000% T000e oooce 000N
o
Short-tenm joint STaNf training evens o3 305 00 ¢ 0,09 € 0.00%
EU Travel Grant ¥,200.00 € 000¢€ 0.00%
EU inaivicual Support 15,000.00 ¢ 0.00¢ 0.00%
Ungusstic Support Grant 0.00¢ 0.00¢ 0.00%
Special Needs' Support 000C omce 0o00%
. 2 ;. J
‘l“m.. Costs h
000 € 80.00% o0 € 100,00°% 0.00¢ 0.00¢ 0.00%
Exceptional Cost Cuarantes
L co0e 0.00¢€ 0.00%
>, \_ J
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Allowed budget transfers between budget items.

Explanation and illustration

Transfer between budget items is allowed but only as indicated in the table below:

From PMI

(budget item sending the funds)  1py

ME
LTT
SN
EC

EC - Guarantee

PMI

TPM

Allowed

Allowed

Allowed

Allowed

Allowed

To

(budget item receiving the funds)

10 ME LTT SN EC EC - Guarantee
Allowed Allowed Allowed Allowed Allowed
Allowed Allowed Allowed Allowed Allowed|

Allowed Allowed Allowed Allowed
Allowed Allowed  Allowed Allowed
Allowed  Allowed Allowed Allowed
Allowed Allowed Allowed Allowed Allowed

Maximum and minimum percentage allowed for the transfer.
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Explanation and illustration

Where transfer is allowed from or to a budget item, the maximum and minimum percentage allowed is
displayed. Also, both the minimum value and the maximum value are automatically calculated and
displayed here.

If these limits are exceeded the cell will display in orange and the amount should be adjusted under the
appropriate tab for that budget item.

If the amount is different than the approved budget but within the allowed limits it will be displayed in
red. The highlight in red is only for information and will not block any functionality.

Sudyet Tracsters (4 of Apgroses Nuctyet)
' eetver gt b e ' xiget Ham
Wrerrairs Amoum [T Su—p—
Arorirved Sudget N o Approved Arcoring 10 % of ot Apgrowed According BN ol Cartmet Bdpet o0 % CarvettiBoprored
[y Nabaral Agmacy) Badge Aporored Madger Sstpat Apge tmet Buatget Wabeity Toul) traidyer
Total Project
o 3092600 ¢ 288
Reducton of EU Grant [ X1
Froject management and mpiementation 8,00000¢ s0.00% Ja0000¢ 10000 % 2,00000¢C 1,80000¢ AL E S
gate]
Transnational PFroject Meetings
6.67500¢ 80,00 % $.34000¢C 13000 % 8.01000¢C o0 0.00%
Inteliectual Outputs S—
0o00¢ 80,00 % eooc 12000 % 214 000C 0.00%
 330¢
Muttipier Events
oo0c mo.00 s oo0¢ 13000 % -F- -1 4 LR L 0.00%
[ 2 e ]
Learnung, Teacrung and Training Activites
2,2%00¢ .00 % 1880000 ¢ 12000% T 00 C b00¢ 0.00%
I — o
& "
Snort-tanm joint staft traming avents 23.280.00 € 0.00 € 0.00 %
EU Travel Gramt §,200.00 € p0cC 0.00%
EU Incividual Support 1500000 € ome DO0N
Lingusstic Support Grant 0.00¢ oooe 0.00%
Special Needy' Support 000¢C 0C 000%
Rxceptional Costs
—1
opoce BODO N oo 10000 % 0.00¢ 0.00€ 0.00%
Exceptional Cost Cuarantes
oo0e 000 € 0.00%
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Budget for Learning, Teaching and Training Activities.

Explanation and illustration

Learning Teaching and Training Activities budget item is further divided into the activity types.
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Snat tanm
o o £ BCHOOLEVENT L"_’:::’ 1 1 0 7E00€ 2210006 200€ 2%0000€ 25500C M S B
enris
Shottarm
- a aaaR snanges of a a a
o e SP-DCHOOLLA M w“""d ® 1 0 10004 oo so0e Woon e tome = 2 |
puots
Tt 1 2 o [ L Asmony oo RITA0NE  A225004 ]
wWiNH N w
Approved Bugget (by Natonal Agency)] EE2ETTH
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Mywrmam Adswad After Transters To Masrvaam Asowed Afar Tranaters from
Aruter Budget fern Anvetteer Beopet Hem
WreTram Amosre mrmarn Amoarn
Bppried Saiyel N ot Bpgraren Avarieg 1o % of o Apgnet Adcowtnng 2 % ot Convant Iaspet 11 % Carmmtiagramed
by Sabionw Ageecy) Rentger Approved Dusget Appraves et Uossey Tnod tudger
Leasniog, Feaching and Traiiing Actvises 22,250.00 ¢ $0.00 % 1W,500.00 € 120,00 % 71,500.00 ¢ 121590 € WM %
cm
Short gorm oxchanges of groups of puplis 2.00¢ §30.00 ¢ 0.00 %
EU Travel Grant 0.00€ 150,00 € 0.00%
EU Individua! Seppont s06¢ 330,06 € 000 %
Linguistic Suppon Grant 0.00 ¢ e 0,00 %
i me
Shortsarm joist stall taining svants N2D.00€ 2.505.90 € "1z
EU Trawed Grant 0,2%.00 ¢ 2750 000 %
EU Ingividuat Suppon 15,000.00 € 23100 € 0,00 %
Linguistic Support Geant 0,00 € 0 0.00 %
< J
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Budget for Exceptional Costs and Exceptional Cost Guarantee.
Explanation and illustration

The Exceptional Costs and Exceptional Cost Guarantee both have comments fields. A comment should
be entered and saved, if either items have costs entered.

ﬁ::oohunal Casts \

\ 000¢ oo os0c 100,00 % c00¢ osoc LB

(E-upnou! Cost Guarantee

N

omc 000 € 008N
, ¢ J

Reduction of EU Grant.

Explanation and illustration

After the National Agency has processed the final report the total amount by which the current budget
can be reduced may be entered if necessary by the NA into the field Reduction of EU Grant.

Moot Bkt ot St ]
u Stew Agerey wesay Taed o
Tt Prapeat
st LA €
(laumnmxu Gram spae ]
Praject matsgement and sepemestaten ot @waas TI0108C 10800 % 10138 ¢ tsmmc NETS
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BROMABITS Jaist SEWY ITAING evesty 2520098 ¢ 200 ¢ 100
B Travet Qram st 10¢ i
R indtvidus Suppart 1100008 € ame a0
Unsguste Swppon Gras e 200 ¢ 200
Spec Neads Seppart tate sme a8
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Manage participant report

What are the participant reports?

Those individuals that have participated in an Erasmus+ mobility project are requested to submit their
feedback on the experience. The participant receives and email with a dedicated link to the participant
report. The email request is automatically triggered by the Mobility Tool when the end date of the mobility
is reached. The individual participant report is completed online in an EU Survey and is offered in various
languages. The participant can save as draft and submit the form. After submission, the participant may
download a pdf version but they can not edit the form again.

In the Mobility Tool, you can view the status of the participant report. The report status is either
Requested, or Submitted. If the email address is incorrect or there is an issue with sending the email, the
status will be Undelivered. In this case it is possible to send the email request to the participant again. To
do so:

1. Select the participants to which you would like to resend the report request
2. Click on the link Resend participant report request

Mobilities
an QD
Q
153
© tuik opecations (2)
Parmcipam  Padicipast fetiviry Mollity  Sanding Hncnising Eligitin]  Report |Rnguesied  Recwived ]
Flost Name | ant Harem Pasticipant Emull Typs 0 Coumny Coustry St Date  Ead Dute Mobilhy  Stans L
P
1) e WS 2
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All participant reports can be downloaded from the Mobilities list view.

(==

here!

Mosittes (Tl | Povosdthe repor

MO

For those key actions that have more than one activity type, the zip file will contain as many files as there
are activity types, as the participant forms differ for each activity type.

The participant reports are not mandatory for all key actions, for example for the youth key actions only
the group leader may be requested to complete the participant report. For KA2 no participant reports are
required.

The functionality in MT+ allows for sending of the beneficiary report even if not all participant reports have
been submitted.
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How to bulk send reminders for participant reports in MT+

Quick steps

e Open the project.

e C(Click on the "Mobilities" tab.

e Select the mobilities and click on "bulk operations".
e C(Click on "Re-Send Participant Report Requests".

o A confirmation message will be displayed.

Detailed steps

1. Open the project.

2. Click on the "Mobilities" tab.

This will open the list of mobilities.

European Commission
ili AC et -Goneral for Education and C o
MOblI'ty tOOI EAC Directorsto-Goneral for Education and Culture

Project 2015-1-NLO1-KA103-008626 | Detadts
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3. Select the mobilities and click on "bulk operations".

This can only be performed if the end date of the mobility has passed.

European Cammission

Mobility tool EAC Drectorate-Ganaral for Eduestion and Culiure

Project 2015-1-NLD1-KA103-D08626 Diwtads wertnis y(amraat act Matalbios  Mubebty mrgn  Eape 1t Ihapzats
Mobilities = =R SRR + G
o D sitows O
Q
= i -
Pacticipam Activiry Mobfry  Seading Receiving Elighile  Sweport  Hogeestnd  Recolved
Lost enn  Parsicipant Emall lypn i Comotry Country St Oote  End Owie Mobitey  Stases  On On
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4. Click on "Re-Send Participant Report Requests".

An email reminder will be sent to each of the participants requesting them to submit their participant
report. The Requested On dates will be updated as a result of this action.
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5. A confirmation message will be displayed.

A confirmation message will be displayed to confirm that the request of resending has been performed.
After the resending is performed the dates of Requested On will be updated. The resending of the email
cannot be repeated within 24 hours of the last request. If the email address is incorrect or the email
sending is failed, the report status will be updated to Undelivered.
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Manage Final Beneficiary report

Length
of video

5min
35sec

Video

Version of
Tool

MT+1.6.2 and
EPlusLink
2.3.1

Comments

This overview while created for older versions of MT+ and EPlusLink is still
relevant for most of the current functionality.

New following functionality not shown in this video.

e The Project summary, Context and Budget sections are already
filled in.

e For KA107, Context, Summary of Beneficiary and Partner
Organisations and Participant Feedback on Erasmus Charter
Provisions and General Issues are already filled in.

e Maximum number of attachments: 10 (instead of 5).

e Maximum size for the attachments: 10 MB (instead of 5 MB).

URL: How to complete and submit the beneficiary report

QR code:
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#submitting

If a project, has ended without any costs, and no mobilities have taken place, then it is possible to
terminate the project with no grant. This action can be performed by the National Agency or by the
beneficiary/Coordinating organisation. This scenario below, is performed by a National Agency user and
Beneficiary users will not see the tab NA Validation. Otherwise the steps remain the same for both
profiles.It is only possible to terminate the project with no grant, if there are no mobilities added and the
declared budget has not costs indicated. Check the declared budget under the Budget tab.

In KA2 some project data is transferred during project creation for ME, 10 and TPM. If a KA2 project does

not show the termination screen, even though there is no Budget (0€), these records need to be manually
removed.

Quick steps

Click the "Reports" tab.
Generate a "Terminate-with-no-grant Report".
Click on "Edit Draft".
Add "Reason of Termination".
"Download Declaration of Honour" document.
Signing "Declaration of Honour" document.
Upload Declaration of Honour document.
Click on "Start Submission Process".
The checklist wizard appears.

. "Accept" the "Data Protection Notice".

. Check the "Submission Process Checklist".

. Confirm Submission.

. Submission in progress.

. Successful submission of report.

. View termination confirmation.
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Detailed steps

1. Click the "Reports" tab.
In MT+ click on the Reports tab to start the Termination with no grant Report procedure.
If this button does not appear, it is perhaps due to the fact that there are still mobilities or activities for

strategic partnerships added or costs declared under the budget tab. To terminate with no grant, remove
all mobilities or activities for strategic partnerships and remove all declared costs.

If the project is to be terminated with eligible costs, then the beneficiary report can be submit as normal,
without removing the eligible mobilities and costs.

Eucopean (ammission

Mobi'ity t00| FAC Denctomstn-Osnnnd for Education and Cutinm

Termination with no grant Report

Generate SBanenclary Report

arranale $1e SOect WEtEH! waeeriry A At aed witout LTt 2 Carmvie Fs Betadciary Regt (Terreuate win -t

Sebectag s cptom imploes thet 50 Bctity i mposied fat this pramet antl faal iggtin sapetaes carred b commdntadt

m - .

2. Generate a "Terminate-with-no-grant Report".

To proceed, click the Agree checkbox and click on the Generate a Terminate-with-no-grant Report button.

tutopesn Commission

M ob”ity tOOl FAL Dsclorts-Cannal for Edocanion and Cullum

Froject J014-1-FRO1KAT01.000453 [ oy t v pon - Eag r (e

Termination with no grant Report

Genersie Deneficiary Repont

Cemgnee 3 Terrunate withoo-grant Repon

139



3. Click on "Edit Draft".

To edit the draft report, click the Edit Draft button. Below, you will start to see the history of the procedure.

Esrapean Commission

Project 20141 FR01A101.000452

Termination with no grant Report
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4. Add "Reason of Termination".

The first field is 1. Reasons of termination. Explain the reasons for the project termination in concise detail

in the field provided.

European Commission

Project 2014-1-FRO1-KA101-000453

Mobi“ty tool EAL Dvoctornts-Consrad R Education snd Cullure

il )

Pt i 2 T

Termination with no grant Report for 2014-1-FR01-KA101-0004593

1. Reason of termination

Plaose sxphain the momons lor the progect ssoniaation with no grant in a concise sed clear manaor ’

Annexes
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5. "Download Declaration of Honour" document.

In the Annexes section, click the DOWNLOAD Declaration of Honour button to download the form to be

signed.
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Once clicked, a dialogue box appears where you can either save or open the
proceed.
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6. Signing "Declaration of Honour" document.
In the Declaration of Honour document the Place and Date details are to be filled in and signed.

If the NA requires the National ID number of the signing person, fill in the details in the area provided. A
stamp of the beneficiary organisation may also be required.

| [N S

-
2300 b o —

Erasmus+

Benediciaty Declaration of Honowr and Signatiors

1 100 umdercagned. cortty et 1e SAmaton contarned @ e ceport ST nNd B aneees
S RCOMETIR AN T RCEIREAncE Wit e Sacty O partcste e Inances Srts provexied
commesponds wilth e ncTefies sctusly matved and t the gunts scualy pued e

0 Dival of poipam

Plate Date (004 yyyy)

Gramt Agresment Namber: 2074- 1 L801-KA T 000401
Nationsl ©

Name of the beneficiary Grpanisesan: [ i petsjum Huw Daraes
Name of lgel representative: M Lo BERTHO

Lgnature
Netionsl 1© mumber of the signing person (f requested by the National
Ageney)

Seamp of the v "
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7. Upload Declaration of Honour document.

Once signed, the document needs to be scanned and re-uploaded to MT+. To do this, either drag the
document from its location in Windows Explorer to the section Drop Here Your File(s), or click the Select
File button and navigate to the document, and click Open.

8. Click on "Start Submission Process".

1. Anindication of the successful upload of the Declaration of Honour document will be highlighted.

2. Click on the Start Submission Process to proceed.
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9. The checklist wizard appears.

To ensure that all the necessary steps have been performed, the checklist wizard window appears. The
first step is to check that you have added the Beneficiary Declaration of Honour and Signature. In this
case, it is already added. Click the Next Step button to proceed.

Beneficiary Deciaration of Honour and Signature
Mease 0owrioad the 108owng POF It and upload It a5 an annes
Download POF

List of upicaded files

.J

Add more flies

Salect Fie

10. "Accept" the "Data Protection Notice".

Once you have read the Data Protection Notice details, click the Accept button to proceed.

Data Protection Notice

200G 1 2ATROND) JUMA by Ihe FRIBSGNE 39T Dathed O Dhe CoVIRALy I [F 190 Dee meveTent of 4eiT Tate
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11. Check the "Submission Process Checklist".

To continue submission, you must check the list. The button to proceed to the Next Step will not become
active until all items in the checklist are marked as Done. Change the button Not Done to Done by clicking

on it.

Checklist

Before submting your report 10 the National Agency pleass (hech that

r—
Tha repod form has been compioted Using one of e OIS anguages of e EQRsause Progranme :
Coupmitries
YOou Rarve anneosd 2 I remvant 0o umenin
The Deciarabon of Honout sgned by e ioga representalive of e beneStary organmation
The neceqsary pparting documernts 2 sequesiad in the grant agreement
YOU have saved Or puited the cogy of the compieied form o youredt!

A——

Next Step >

Once you are satisfied that everything in the checklist has been done, click on the Next Step button to
proceed.

Checklist

Betone subIMENng your Meport 10 the Natoral Agenty please check that

The repon fom Nas Deen Compietad using ome of e oMcial lanQuages of e Erasmuse Progranime Onee @
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The Deciaraton of Honowr signed Uy ihe moa representative 0f he beneficary organsaton

Thee neCESSaTY SUPPAMNY dNCUMEents as regquesied In the grant agreement
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12. Confirm Submission.

In the final dialogue box Confirm Submission, read the text before clicking the Submit Termination-with-
no-grant Report button.

Confirm Submission

AfEr cheling dutton “Submi™ you will not De abie (o make any further changes 10 Ihe repon cont2nts including &S budget
viewing tho report's contents and attachments will however be possibée  Your Natonal Agency can contact you in case of
qQueshons o necessary modfcatons

Your Natonal Agency will Contact you In case of questions or necesssry modifications

Submit Termination-with-noc-grant Report

ECLARATION OF RONODS DATA PROTEC TION WOTICE CHECKLIET ONFWIM SITRE S SIOW

Once clicked, the data will be sent for review by the National Agency. The dialogue box indicates the text
Sending data, please wait.

Confirm Submission

Afer chicking button “Subm™ you wil not be abie to make any hrther changes 1o the report cantents Ingiuang its budget
viewing ihe report's contents and altlachments will however be possibie Your National Agency can contact you in case of
QUEshions of pecessary modiiications

Your National Agency will contact you in case of questions or necessary modiications

Sending data, please wait £

RCLARATION OF BONOUR DATA PROTEC TN MO TICE i 2e INRY ONPRss Saliam s SN
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13. Submission in progress.

Returning to the Report screen you will see the report submission is in process. This can take up to 15
minutes.

Servanaton w1 10 graet Kot

14. Successful submission of report.

The screen will then change to Beneficiary Report has been successfully submitted.

Meoddlity tool "™ ¥

Terrranagzen +en o grant Rrgen
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15. View termination confirmation.

Once the termination with no grant report has been accepted and processed by the National Agency, the
report and project status will be indicated as Terminated no grant.
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